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FOCUS ON MANAGEMENT: capacity crowd at AMA's Office Management Conference. Story on page 26. 
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~ ACELIN 


FIG. 2 shows the all-round 
steel wire after being treated 
by the ACE PROCESS. This 
gives maximum strength on the 
outer edge where it is needed 
most, 


FiG. 1 shows a cross-section of 
an ALL-ROUND steel wire. 
ACE uses only premium preci- 
sion-made, accurately drawn- 
to-size steel wire. 


ACE PILOT ACE STANDARD 


You Can Buy ACE Stapling Equipment With Confidence 


YEARS of real satisfaction is your reward for selecting an ACE Stapler. For, in addition to getting ( 


the machine, you’ve bought a mever-failing stapling service . . . a quick, efficient, economical way to | 
fasten papers. 


The secret of ACE popularity, through more than twenty years, is the absolute watch-like precision 
with which every machine is made. Each one is hand inspected and tested before shipment. And each 
model is correctly designed for the job it’s built to do. You, like thousands of other users of ACE Staplers, 
Staples and Staple Removers, will always be glad you chose ACE . . . the TOP-QUALITY Line. 


IN CANADA e ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST., WEST, MONTREAL 
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You can see it immediately. The difference 
in Steelcase shows in design and engineer- 
ing ...in new and better sizes...in the 
ultimate of working efficiency that marks 
every Steelcase desk. And it remains con- 
stant through the valuable economies you 
effect as a result of Steelcase’s exclusive, 
standardized, interchangeable parts. See 


your Steelcase dealer! Let him show you 
these differences. And let him tell you about 
the modest cost. That’s very important! 
Only Steelcase provides steel desks, 
chairs, files and accessory office furniture 
coordinated in design, style and finish— 
assuring complete harmony now and in any 
additional furniture the future may require. 


Voy Look for Steelcase in the classified 


section of your telephone directory. 


For new ideas in office planning, write for ‘Tooling Up Your Office’ 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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STEELCASE 


Business Hquipment 
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‘THAT ADMIRING glance a visitor casts about a beautifully furnished office 
may seem casual . . . but you'd be surprised how significant it can be! 


For an atmosphere that breathes “‘success’’ inspires confidence. 


And confidence leads to more signatures on more dotted lines. The 
many offices created by Macey-Fowler for some of the country’s finest 
firms are paying dividends in business success. Why don’t you invest in the 

profitable potential of a well appointed office? Consult us for further details. 
Visit our showrooms where you can see typical offices set up in “model room” 


displays. Or, write us for handsomely illustrated catalog. 


Mocek: Towler 


INCORPORATED 


Investment 


Prestige 
... that pays 
tangible 


Dividends! 


305 EAST 63rd ST., NEW YORK 21 + 150 CAUSEWAY ST., BOSTON 14 
Fine Executive Furniture in Both Wood and Steel 
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OFFICE 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Competition 

(OR a country supposed to be the 
me of unbridled business competi- 
ion there is more sharing of valuable 
eas among business men in the 
United States than in any other coun- 


A field in which this is particularly 
@ident is that of office management. 
Most of the advances in this subject 
wich have put the American office 
mt in front are due to the wide- 
gread getting together of manage- 
went people to outline problems and 
uiggest solutions for them. 

During the past month the atten- 
ion of leading office management 
gople has been directed to two con- 
fences of organizations noted for 
utivity in furthering office efficiency— 
the Office Management Division of 
the American Management Associa- 
tion and the Systems and Procedures 
{sociation of America. The Nation- 
i Office Management Association’s 
mnual conference, the conferences of 
ther nationa] groups working in this 
ind allied fields, and numerous local 
chapter meetings of the various asso- 
dations help keep the subject of effi- 
dency to the front all the year round. 


tte, 
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TRAFFIC ON LONG ISLAND 
RAILROAD MEASURED WITH 
McBEE KEYSORT CARDS 


The Long Island Railroad, world’s 
largest commuter road, introduced re- 
cently a new “on-train” ticket which 
company officials believe will furnish 
valuable traffic data needed to achieve 
better passenger service. The ticket 
consists of duplicate marginally 
punched Keysort cards, manufactured 
by the McBee Co., Athens, O. 

Long criticized by its riders for its 
off-again-on-again service —and_ still 
unsteady, financially—the railroad has 
nonetheless made important improve- 
ments since the two disastrous wrecks 
in 1950 which brought its former con- 
dition into public focus. 

“For some time,” said Henry Weiss, 


the Long Island’s traffic manager, “we 
have felt the need for additional traffic 
statistics. But the staggering number 
of on-train fares collected has made 
such studies impossible. 

“The Long Island collects approxi- 
mately 10,000,000 fares a year on its 
trains. A few years ago we did at- 
tempt a study covering a brief period 
by the hand-sort method, but it re- 
quired 18 months before results were 
known.” 

LIRR’s new Keysort ticket has 
evenly spaced holes around all four 
edges. Each hole is a code for some 
wanted factor. There is, for instance, 
one for each of the Long Island’s ten 
branches. When selling tickets now, 
trainmen will as usual punch the 
amount collected. However, they will 
also “V-slot” the branch hole, and the 


WOULD YOU BUILD A HOUSE 
WITHOUT A FOUNDATION? 


Entry. 


Just as every sound house must start with a good founda- 
tion, every calculation must start with the right Keyboard 


Yet MARCHANT is the only American calculator 


with check dials for verifying the Keyboard Entry. 


Only on MARCHANT, at the conclusion of a multiplication problem, are all three figures 
available... multiplicand in Keyboard Dials ... multiplier in Upper Dials .. . answer in 
Middle Dials. No re-run is necessary for checking. 


Only on MARCHANT’S Keyboard Dials can you check the dividend 
and divisor as they are entered in a division problem. 


And, at the conclusion of division, MARCHANT automatically 
clears Keyboard Dials and any remainder from Middle Dials, 
leaving nothing to copy but your answer in Upper Dials. 


Multiplication and division account for 95% of 
all calculator work—build all your figurework 
solidly on MARCHANT’S audit-proof dials for 
checking all entries and the answer. 


The MARCHANT MAN in your phone book 
would appreciate a call from you and 
an opportunity to demonstrate these 
features on your own work. 

Call him or mail the coupon. 


MODEL EFA 


: Mail this Coupon with your business letterhead to get your FREE 
! GUIDE TO MODERN FIGURING METHODS oO: 
ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [_] : 


MARCHANT CALCULATORS, INC. : 
OAKLAND B, CALIFORNIA E11 ‘ 
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| about 80 per cent after employees be- 


holes indicating points of origin ay 
destination. If data on, say, the Pog 
Washington branch is desired, the 
Keysort operator inserts a Sorting 
needle at the hole so marked, and fif 
up. All Port Washington ticket 
having been slotted at that point by 
the trainman, are unsupported aga 
consequently drop out. 

“We expect to be able to sort (mal 
terial) in a matter of minutes, where 
by hand it took an uneconomical nym. 
ber of man-hours,” Mr. Weiss reports, 
“Accuracy will be another facto 
gained. Since Keysorting is mechan. 
ical, sorts will be 100 per cent accu EE 
rate. Under hand sorting methods 
even with intense concentration, errors 
seriously affecting tabulation 
bound to occur.” 

Long Island officials expect the new 
tickets to furnish data enabling them 
to better distribute equipment, study 
traffic flow, arrange schedules, and 
furnish accurate information for rate 
adjustment cases. An added benefit 
will involve rapid calculation of Fed- 
eral transportation and New York 
City gross receipts taxes. It is antici- 
pated that the present man-hour load 
for figuring the Federal tax will drop 


are 


come acquainted with the mechanics 
of the new system. 

The Keysort ticket is in use at pres- {4 
ent only on the railroad’s busiest line 
—the Port Washington branch. If the 
plan is as successful as Long Island 
executives expect, it will be extended CL— 
to the other nine branches. 


525 WM. PENN BUILDING | 
BOASTS MULTI-MILLION [-— 
DOLLAR COOLING SYSTEM 


The heating, ventilating, and air con- 
ditioning system which provides year- 
‘round comfort for the 4,200 occupants 
of Pittsburgh’s newest, largest sky- 
scraper, the 525 William Penn Place 
Corp. Building, has been described as 
“just about the ultimate in man-made 
weather.” The system’s refrigeration 
equipment has a cooling capacity 
equivalent to the melting effect of 
5,000,000 pounds of ice a day. Its heat- 
ing equipment generates some 50,000, 
000 pounds of steam annually. More 
than 16 miles of copper pipe and tub- 
ing, and'13%4 miles of steel pipe stretch 
to all corners of the building, carrying 
in them steam, condensate, hot water, 
chilled water, drainage, and com- 
pressed air. Fans in the system move 
air through the building at a rate of 
528,000 cubic feet per minute. On 
muggy days the system can extract 
from the air 11 gallons of water per 
minute, putting it back again when 
the humidity falls. 

Contractor for installation of these 
multi-million dollar systems was 
Dravo Corp., Pittsburgh. Dravo engr 
neers claim 525 to be the largest aif 
conditioned office building ever com 
structed in the Pittsburgh area, and 
one of the largest completely air con [~ 
ditioned office buildings in the country. F— 

Thirty floors of the structure are 
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leased by the U. S. Steel Corp., whose 
offices received honorable mention in 
the 1952 “Office of the Year” awards 
sponsored by this magazine. Other 
floors in the 4l-story building are oc- 
cupied by T. Mellon & Sons and the 
Mellon National Bank & Trust Co. 
Two lines of defense make up 525’s 
air conditioning system: an outer 
“ring,” and an inner “core.” The one 
takes care of weather variations caused 
by sun and wind on the exterior 
perimeter, or “skin,” of the building. 
It consists of some 3,000 individual 
Carrier “Weathermaster” units, one 
under each window. The second com- 
pensates for heat gains or losses in the 
central area of the structure by con- 
ditioning tremendous volumes of air 
which are moved through metal ducts. 
Heart of the cooling system is 
located in the third basement where 


four big centrifugal compressors—one 
300-horsepower and three 800-horse- 
power units—provide facilities for chill- 
ing 105,000 gallons of water each day. 
Auxiliary air moving and conditioning 
equipment in the second basement 
serves the first eight floors of the 
building. Similar equipment housed 
on the 15th floor serves floors 9 
through 23. The 32nd floor contains 
equipment for floors 24 through 39. 
The 40th and 4lst floors have sepa- 
rate heating, ventilating and cooling 
systems. 

The interior, or core, system is de- 
signed essentially for cooling the 
year ’round — to offset heat gains 
caused by lighting fixtures, electrical 
apparatus, and building occupants. In 
this system, fresh air, which has passed 
over temperature-regulating steam 
coils is blended with re-circulated air 


Coye upto 3P*of you fot space! 


oe ae 


“Four-in-One” 


MORE DESK ROOM. Saves 14 to 31%, 
of floor space, provides room for 
additional personnel without in- 
creasing floor area. 


MORE EFFICIENCY. Permits employ- 
ees at separate desks to work in 
semi-privacy and without distrac- 
tions. Reduces office traffic and 
congestion. Specially designed 
translucent frosted partitions in- 
crease amount of light on desk tops. 


One of several possible 
desk arrangements 
with the new “ Four- 
in-One”’ Desk Unitizer. 


Desk Unitizer 


MORE ECONOMIES. Permits reduc- 
tions in number of telephones, 
waste baskets, distributors and guest 
chairs needed. 


FITS ANY FURNITURE. Partitions and 
shelves match all desks. Easily in- 
stalled without harm to furniture. 


USED BY LEADING CONCERNS torelieve 
crowded office conditions and keep 
floor space at a minimum. Popular 
with employees. 


FOR FULL DETAILS AND PRICES, WRITE 


KRAUS COMPANY 


STEVENS POINT, WISCONSIN 
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and then introduced into cork-insulateg 
sheet metal chambers. The blende 
air flows next through a series of high 
voltage metal plates which electro. 
statically remove all air-borne particle, 
such as dust or pollen. The air is they 
drawn through dry fiberglass filters 
and through a series of dehumidifying 
cooling coils. It flows next through a 
set of eliminator plates where excess 
water is removed, and finally through 
the big centrifugal fan into the interior 
duct distribution system. 

At each floor, where supply mains 
receive the air, a set of reheating 
steam coils controlled by a zone ther. 
mostat provides accurate temperatures 
for that area. Supply ducts on each 
floor follow the corridors, discharging 
conditioned air into each office through 
grilled openings having adjustable 
louvers at ceiling height. Air is drawn 
back into the corridors through 
louvered openings in office panels and 
doors. Return air ducts are concealed 
in the false ceiling of the corridors, 
and air is drawn into them through 
grill openings. 

The exterior, or skin, conditioning sys- 
tem compensates for varying wind, sun, 
and temperature conditions to meet in- 
dividual office needs. With this system, 
the temperature in each office can be 
regulated manually a few degrees to 
meet the desired comfort conditions of 
the occupants. Simultaneously, auto- 
matic controls level out temperature 
variations caused by bright sunshine, 
deep shade, or wind on the outside 
rooms. 

Solar heat on the structure is compen- 
sated for through a master thermostat 
located on a model (of the building) 
erected on the roof. As the sun’s heat 
on the exterior changes, the control au- 
tomatically resets all inside thermostats. 

Another feature of the building is a 
snow-melting system that keeps side- 
walks around the structure free from ice 
and snow. Hot water, mixed with anti- 
freeze, is pumped through pipe coils 
buried in the sidewalk pavements and 
keeps their temperature above freezing. 
The anti-freeze solution is heated in a 
steam converter in the first basement. 

Associated architects for 525 were 
Harrison & Abramovitz of New York, 
and William York Cocken of Pittsburgh. 
Consulting engineers for the heating, 
ventilating, and air conditioning system 
were Meyer, Strong & Jones, New 
York. Turner Construction Co. was 
general contractor. 


IBM Opens New Sales and 
Service Offices in New York 


International Business Machines 
Corp. opened new sales and service 
offices in New York recently. Located 
at 385 Madison Ave., the new bureat 
is under the management of R. D. 
Shaver, Jr., and serves an area extend- 
ing north from 42nd St. to the Bronx 
County line. Offices of J. M. Case, 
IBM district sales manager for the 
New York metropolitan area, will also 
be located at this address. 
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PLAST | PLAT E S reproduce vital facts | 


The durabilit 
y of t 
particular benefit. “rasp auton Rand Plastiplates 


copies made which wiped with ped 
P egible 


We are very well Pleased 


R 
emington Rand Plastiplates” the work turned out on 


Yours very truly, 


GRACE DRENNAN 
Multigraph Operator 


... to keep your i 
organization fully informed! 


Like the Oklahoma Planning & Resources 
Board, which uses Plastiplates for the rapid 
preparation and quick dissemination of facts, 
you too can use offset copies via Plastiplates to 
keep your organization fully informed. 

The excellent results and great durability 
cited by the Board are inherent in Plastiplates, 
and can be easily and profitably harnessed to 
the “information distribution” phase of your 
business. You'll get outstanding results because 
Plastiplates’ plastic, “no-grain” surface makes 
them the nearest thing to stone lithography for 


Bi «4 #2 SG ere 


office offset duplication. You'll get long, uni- 
form runs because this plastic surface is bonded 
to a tough pulp base. With Plastiplates, you 
get information to your field offices, factories, 
home office personnel and customers swiftly, 
and the neat appearance induces readership! 
Find out today how easily Plastiplates can 
help you produce clear, sharp, accurate copies 
of vital facts—how they help keep your organi- 
zation and customers fully informed, rapidly 
and economically. Mail the coupon for 3 FREE 
Plastiplates, so you can compare results. 


%: 
es 


Room 2526, 315 Fourth Avenue, New York 10, N. Y. 


Please send me 3 free PLASTIPLATES [) Direct Image [) Photographic 
My duplicator is a__ Model No.__ 

| use a_ typewriter with a 

fa Fabric (1 Carbon Paper Ribbon. 

(CO Plastiplate folder (DS 62). 


FREE PLASTIPLATES AND DESCRIPTIVE = 
FOLDER... YOURS FOR THE ASKING! = 


Name aa 


Company 


Address— 
ae City Zone 


State 
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How comfortable should an executive’s chair be? 


Let’s consider this very popular Sturgis chair, 
the No. 1805 Senior Spring-Rest. The seat has 
a thick cushion of foam rubber on coil springs. 
The spring back is thickly cushioned with 
foam rubber. The armrests are cushioned 
with foam rubber. Sound luxurious? It és 
luxurious. 

But—and here’s the business-like point—it’s 


You can’t see all 

the quality that’s 
engineered into 
Sturgis chairs. 


luxury under control. For here is no chair to 
loll in. Relax in, yes. Slump in, no. This is a 
chair that has been designed and engineered 
to keep you in your place, to encourage the 
posture that discourages fatigue. In short, 
here's a chair that’s good for you, even though 
it lets you sit in the lap of luxury at a general 
admission price.* 


P.S. * Let your Sturgis dealer surprise you with the low price of this Sturgis chair. 


(£2 
YA 
y/ 


POSTURE CHAIRS 
€ 


The Sturgis Posture Chair Company 


Sturgis, Michigan 


OFFICE MANAGEMENT AND EQUIPMENT 


Sturgis chairs are engineered for keeps. 
You can’t see all the quality that’s engineered into a 
Sturgis chair but it’s there in full measure—and because 
it's there a Sturgis chair is a long term investment in 
office comfort and efficiency. Today the finest executive, 
secretarial, clerical, guest and institutional metal chairs 
are being produced by The Sturgis Posture Chair Com- 
pany, Sturgis, Michigan. 
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BOOKS AND PAMPHLETS 


An analysis of the problems 
American businessmen will face in the 
event of an atomic attack on this na- 
tion’s industrial facilities—and of the 
responsibilities these businessmen 
must face to minimize the effects of 
such a calamity—is realistically and 
soberly presented in Business Survival 
in tte Face of Atomic Attack, a 102- 
page “report to industry” 


LSTEMS (VD PROCEDURES QU 


a 


by Mervyn 


RTERLY 


ror me 


a MAIca issue 


Molloy. The report occupies the en- 
tire fall issue of the Systems and Pro- 
cedures Quarterly published by the Sys- 
tems and Procedures 
America, and 


Association of 
was commissioned by 
that organization “to coach companies 
in planning, organizing, and adminis- 
tering industrial defense programs.” 
(Free to SPA members, the book costs 
others $3.) 

Author Mervyn Molloy, a former 
management research associate of Mc- 
Kinsey & Co., and a management 
analyst for the Arabian American Oil 
Co., is currently director of the Indus- 
trial Defense Institute, New York. His 
premises, the basis of his report, hold: 
“that the philosophy and program of 
the International Communist Party 
calls for the destruction of free enter- 
prise capitalism throughout the world; 

. that World War II demonstrated 
that the Soviet Union has the military 
power necessary to fight and win a 
modern war, and to extend the influ- 
ence of communism over other nations 
through military force; that Soviet 
spokesmen have stated unequivocally 
that the United States is now the 
leading opponent of world commu- 
nism ; . that this country must or- 
ganize sufficient military power to 
withstand or discourage possible 
Seviet attack, and that such military 
power is absolutely dependent on the 
Production of American industrial 
plants.” 

Fundamental to Mr. Molloy’s think- 
ing as well, are the assumptions that 
well-organized civil defense is Amer- 
ica’s “only protection against tremen- 
dous damage” to its citizenry and in- 
dustrial might, and that “defense of in- 
dustry against atomic attack must be 
considered as an integral part of the 
national civil defense program.” 

After outlining the dimensions and 
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nature of the problem businessmen 
face, the author concentrates on the 
principles and actual measures of in- 
dustrial defense. In evaluating the 
executives’ role in any A-bomb pre- 
paredness program, Mr. Molloy poses 
four questions designed to guide them 
in any decision making: What is this 
thing worth? How much does it cost? 
How much can I afford to spend? 
How can I get the most value for the 
amount spent? 

“The question of value can be meas- 
ured by the objectives which an indus- 
trial defense program is designed to 
accomplish,” the booklet says, “name- 
ly, (1) to keep the plant functioning 
as a part of the national industrial war 
effort, (2) to safeguard the lives, jobs 
and morale of the employees, (3) to 
preserve the capital investment of the 


stockholders, and (4) to maintain the 
competitive position of the company 
in the industry.” 

Just as comp'ete security is physic- 
ally impossible, the author explains, it 
is financially and economically impos- 
sible as well. The prohibitive expenses 
of maintaining a nearly complete de- 
fense program for any one firm would 
soon make its products so costly that 
it would shortly find itself priced out 
of its normal market, Mr. Molloy says. 
He adds: 

“One good rule of thumb might be 
for a firm to allocate funds to indus- 
trial defense on the same basis as it 
spends money for insurance against 
any other threat to business survival, 
that is, by making a realistic evalua- 
tion of its actual atomic risk against 
the maximum amount which the indi- 


the Contract 
of W& SLOANE = 
supplied and installed = 


Carpeting on Executive floor gives sculptured effect by 
means of twist and straight yarns woven in two pile 
heights. Sloane’s used a variety of carpets and weaves... 
o diversity of 


all especially designed and woven .. 
colors and color combinations. 


It’s another demonstration of quality . . . 
service ... and Sloane’s leadership in 


Sloane's giso supplied 
especially designed 
desks for Lever House 


floor coverings for over 109 years. Leadership in floor coverings, indeed . . . 


but also for executive furnishing of every type .. . for interior design 


..and 


decorations . . . you can come to Sloane’s with confidence that your business 
interiors will be outstanding in every respect. 


Write to us today about your furnishings problems. 


was SLOANE CONTRACT DIVISION 


575 FIFTH AVENUE, NEW YORK 17, N. Y. 
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NEED A 
QUICK LIFT? 


When you find yourself slowing down 
and the work piling up, you need a 
quick pick-up—GO WASH YOUR 
FACE. It’s amazing how fast you wake 
up after soap and water and a brisk 
rub with a clean cotton towel. Rub as 
long and as hard as you please—a soft, 
absorbent cotton towel always gives you 
a lift, leaves you feeling fresh and clean. 


COTTON TOWEL SERVICE 


No investment required. Get com- 
plete service on a low-cost basis. 
Under "Towel Supply Service" or 
“Linen Supply Service" in the tele- 
phone book, you'll find your sup- 
pliers—call them today! 


WHAT PICKS YOU UP, PICKS UP YOUR EMPLOYEES. When you 
provide clean cotton towels, workers get added benefits from their rest periods. 
Watch efficiency, production, and morale climb when “Cotton Fresh-Up” is 


on the job. 


Linen Supply Association of America 
and NATIONAL COTTON COUNCIL 


22 W. MONROE ST., CHICAGO, ILL. 
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BOOKS AND PAMPHLETS 
(Continued) 


vidual firm can safely spend without 
endangering its cost-value-price posj. 
tion in the industry. ... 

“In order to get the most out of 
money spent for industrial defense 
(which in itself contributes nothing to 
the company product), it is essential 
that the program be based on very 
thorough administrative research, 
planning, and control at every stage 
of development. Money can easily be 
wasted and time lost through hasty or 
careless programming.” 

The book then divides the analysis 
of a firm’s defense problems into three 
phases: planning and development, 
disaster, and recovery. 

The author sums up the vital 
urgency of defense planning with the 
following appeal for action on the part 
ot American businessmen: 

“Large scale atomic attack on Amer- 
ican industrial centers could come to- 
morrow, or next week, or next year, 
or never. 

“As long as the philosophy of Inter- 
national Communism is backed up by 
vast military forces ready to strike at 
a moment’s notice, we cannot rest. 
No doubt there will be alternating 
cycles of hopes for peace and fears of 
wars for a long time to come. 

“But development of effective indus- 


| trial defense cannot be dependent on 


superficial emotional states no matter 
how widespread they may be. Good 
programming requires careful ap- 
praisal of the underlying strategic situ- 
ation, and honest recognition of its 
long range implications. 

“It takes a long time to build an 
effective industrial defense program in 
a large firm... . / And meanwhile more 
and more A-bombs are being manufac- 
tured and stockpiled in the Soviet 
Union. We must build defenses which 
will make us unprofitable customers 
for atomic attack. The time to start 
is now; and now is none too soon.” 

Copies of Business Survival in the 
Face of Atomic Attack may be se- 
cured from Donald K. Titus, business 
manager of Systems and Procedures 
Quarterly, c/o Management Planning 
Group, 17 E. 19th St., New York. 


Features of Rigid-Tex metal—sheet 
metal that has been embossed with 
one of several geometric patterns to 
give it greater strength—are set forth 
in a folder published recently by Rigid- 
ized Metals Corp., 658 Ohio St., Bui- 
falo, N. Y. Rigid-Tex can be fabri- 
cated the same as_ plain flat-rolled 
metal, the folder says. It is manutfac- 
tured by Rigidized Metals in both 
ferrous and non-ferrous grades, and 
is said to lend itself to welding, solder- 
ing, riveting, stamping, drawing, and 
lock-seaming the same as ordinary 
sheet or strip metals do. 

According to the manufacturer, 
Rigid-Tex is stronger because of the 
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NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases 


Ist: 


MAIL TODAY 
PLEASE 


THANKS 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes. 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts.. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish ~— 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing, 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


- 
| Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. OE 3 
Please send Free, without any obligation, samples as above to: 
Firm 

| Street 

| oy i 

Signed Title 
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Put OFFICE MANAGEMENT AND EQUIPMENT, with its concen- 
trated audience of office management executives, on your 1953 list. 
Its low cost. per potential purchaser reached, cannot be excelled by 
any magazine in the industry or in the general business field. 


Guaranteed 9,000 A.B.C. Net Paid — More 
11,000 Monthly Distribution—Effective October, 1952 


Space in OFFICE MANAGEMENT AND EQUIPMENT may be pur- 
chased individually or in combination with GEYER’S TOPICS—The 
Office Equipment and Stationery DEALERS’ Magazine . . . The com- 
bination rate saving is worthwhile. 


SPONSORS OF THE ANNUAL 
“OFFICE OF THE YEAR” AWARDS 


In a study just completed to determine 
subscribers’ reading habits and attitudes, 
representatives of an independent research 
organization called upon 218 office execu- 
tives in 19 cities in 16 states. 

The offices contacted represented 52 major 
industrial groups. The executives held 81 
different titles, Without knowing the spon- 
sor of the survey, these men gave the fol- 
lowing information: 

They read 142 different specialized 
magazines, of which 53 got two or 
more mentions. The first 10 of these 
in number of mentions were “OFFICE 
MANAGEMENT AND EQUIPMENT”, 
“The Office’, “American Business”, 
“Office Executive”, “Business Week”, 
“Management Methods”, ‘“Purchas- 
ing”, “Controller”, “Dun’s Review”, 
and “The Wall Street Journal”. 
OFFICE MANAGEMENT AND EQUIP- 

MENT received 183 mentions! 3 to 5 times 


To sell fpyg LARGE USERS of Office 


Equipment, Machines, Services and Supplies... 


It reaches a screened audience—almost “99 99/100 per cent pure”—of office management 
executives, the men concerned with and responsible for purchasing office equipment, 
machines and supplies in the nation’s largest offices, 


the number given the next 3 magazines! 6 to 
20 times the number given the other publi- 
cations listed above! 


Again, without knowing the sponsor of the 
survey, these interviewed mentioned several 
different magazines as being most helpful to 
them as office executives. OFFICE MAN. 
AGEMENT AND EQUIPMENT topped 
the list with 6 times as many mentions as the 
next publication — “The Office Executive” 
which in turn was followed by “The Office”, 
“American Business”, “Business Week", 
“Management Methods” and “Wall Street 
Journal’, in that order. 


Proof that OFFICE MANAGEMENT 
AND EQUIPMENT leads the field! 


The survey also indicates the magazine 
gives you the attention of these subscribers, 
with their actual buying powers, plus a 
pass-on readership of more than 20,000 other 
executives. Put it on your schedules. 


For copies of the summary of this survey, made by the Research Department 
of Charles L. Rumrill & Co.. Inc., of Rochester, call or write any Geyer office, 


than 


A. B. C. 


AUDITED CIRCULATION 


The only specialized magazine for office 
management executives with NET PAID 
circulation attested by The Audit Bureau 


of Circulations. 


Office Management 


D EQUIPMENT 


The Office Executive's Own Magazine 
212 FIFTH AVENUE ... NEW YORK 10, N. Y. 
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BOOKS AND PAMPHLETS | 
(Continued) 


@e@§ “three-dimensional” patterns pressed 
into it. “The scientific redistribution 
of the metal gives some designs as 
much as 108 per cent greater stiff- 
ness,’ they say, “39 per cent greater 
jmpact resistance, 70 per cent greater 
buckling strength, and 92 per cent 
greater tensile strength.” The booklet 
adds that because of this, lighter 
gauges can be used in place of heavier 
gauges of plain metals. 


The folder also claims scuff-resist- 
ant, non-skid, and acoustical proper- 
nt ties for Rigid-Tex. 
it, Some applications the manufacturers 
suggest for their product include: bar 


x equipment, boilerettes and coffee urns, 

i. counter fronts, elevator cars, fan 
blades, furniture, kitchen panels, light- 

= ing fixtures, stair step treads, tele- 

al phone booths, and as wall tile. 

lo 

N- During 1952, upwards of $300,000,- 

. 000 will have been stolen by em- 

” ployees from American business enter- 

Pat prises. This is the estimate of Lester 

‘ A. Pratt, Washington CPA and spe- 

et cialist in fraud investigations, whose 
booklet, Embezzlement Controls, is 
currently available without charge 
from the Fidelity and Deposit Co., 

re Fidelity Building, Baltimore. Actually, j 

Sy Mr. Pratt explains, total annual em- ipa 

- bezzlement losses can never be com- s 


pletely ascertained. “The implications 
of this crime are such as to cause 


- Medel 18-A 


many of its victims to refrain from Cosco 
publicizing their ill fortune,” he points Executive 
out. _ $47-50 

The 28-page non-promotional book- ( $49.50") 


let outlines methods for controlling 
thefts of cash receipts, cash disburse- 
ments, and merchandise. The author 


presents in addition a “fraud exposure | IS TH E B ECT VA LU E 
program,” and a plan designed espe- _—~ 

cially to protect assets of small busi- | N @) F E | Z E C H A | RS 

nesses. 


_“No one has yet discovered a sure- @ From stem to stern, the quality of , 
fire method of avoiding the employ- COSCO Office Chairs is the very finest ‘. 


- 
ment of potential embezzlers,” Mr. ... yet they are priced far lower than j | - — 
Pratt says. Embezzlers follow no pat- anything comparable on the market! \ ] 
e tern, show no recognizable outward Lastingly constructed of steel, with six 7] 
D signs. They may be 18 or 80, may adjustments—made without tools—no \ 
work for a firm 4 months or 40 years, | other chair at any price has them all! x 
may earn $1,800 or $18,000, and steal Beautifully designed with large saddle- 
anywhere from a few dollars to many shaped seats, deep-padded with Fire- i 
hundreds of thousands. “For the most stone Foamex and upholstered with Du 
part,” the author adds, “embezzle- | Pont “Fabrilite’’ in all popular office Model 15-F Model 20-A 
ments are committed by individuals colors. Bonderized baked-cn enamel Secretarial Chair Arm Chair 
who have no previous criminal records finish. For your office . . . for employ- $29-95($31.00*) $27:5°9($28.50*) 
and whose business and personal back- | ees and visitors .. . get the BIG value ; 
grounds are beyond reproach.” | in modern office chairs—COSCO! garenen a eran ie Oy ee a 
Accor jin , t Mr Pratt th re are | HAMILTON MANUFACTURING CORPORATION, | 
‘ are ae Soe ez ts HAMILTON MANUFACTURING CORPORATION | Dept. D12, Columbus, Indiana 
two elements in every case of embez- cen ene | Please send, without obligation, name of | 
zlement: 1) temptation (termed by the ’ | nearest dealer and complete catalog. | 
author “management’s sin”), and 2) a | *Zone 2: Florida, Texas, and Il Western states. | a 
“sudden overwhelming need or desire , i ts 
(by employees) for more money... . LOSLCOI i " 
, In addition to providing decent work- | Chairs | l 
ing conditions, reasonable hours, ade- | 1 1 
quate wages, and opportunities for | Good seating . . . in good taste | - l 
advancement,” he points out, “employ- 5 3 1 . | 
ers have a definite moral obligation to | .:.is good business ———— —- — — — — = — — — — — — 4 
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COMFORT ina chair adds 


is to the efficiency of any executive 
RB | or other desk worker ... pays 
off in more output per desk-hour. 


DURABILITY in a chair is 


less obvious than feel and appear- 
ance ... must be built in by ex- 
pert craftsmen with years of ex- 
perience. 


SS ee: 


VALUE in a chair is a com- 


posite of Comfort and Durability 
...is the ultimate test of whether 
the price tag represents a good 
investment. 


ee Q. E. D.! (as the problems 


conclude in the algebra text- 
; ~=— books). 


Prove the theorem to yourself! 
‘ Ask your office equipment dealer 


, to show you the fine points of 


superiority in chairs by Jasper 
Seating . . . available in styles 
fs | and types for every need. May 
Ff we send you the name of your 
nearest dealer? 


— 


_ SEATING asper. 
‘ g | “WASPER,: INDIANA 
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BOOKS AND PAMPHLETS 
(Continued) 


safeguard their employees’ integrity by 
doing everything possible to deter 
them from yielding to the temptation 
to take dishonest advantage of their 
positions.” Management must initiate 
sound accounting practices and in- 
ternal controls, Mr. Pratt asserts, if it 
is to fulfill its responsibilities to its 
workers. 

The booklet lists eighteen common 
methods of embezzling money, and 
later describes procedures by which 
these thefts can be controlled. Ways 
workers steal money include: 
issuing and cashing checks for re- 
turned purchases not actually returned; 
pocketing the proceeds of cash sales 
and not recording the transactions; 
pocketing collections made on pre- 
sumably uncollectable accounts; pad- 
ding payrolls as to rates, time, pro- 
duction, or number of employees; pay- 
ing creditors’ invoices twice and ap- 
propriating the second check; stealing 
from the cash register and tampering 
with the tape, and pocketing unclaimed 
wages or dividends. 

Also covered in 
petty cash controls, delivery controls, 
inventories and other types of periodic 
examination. 


the booklet are 


A folder describing how Holophane 
fixtures help make Lever House the 
recognized architectural milestone it 
is, has been issued recently by that 
lighting equipment firm. Actually Vol. 
12, No. 2 of Architexts, a monthly 
publication of Holophane’s, the folder 
can be obtained free from the com- 
pany’s headquarters, 342 Madison 
Ave., New York. 

Illustrated are Holophane lighting 
installations in the lounge, and in the 
general and private offices of Lever 
House. In addition, specification tables 
are given for Holophane “Lobrite” 
Controlenses used in the building. 

Lever House, New York home of 
Lever Bros. Co., won this year’s “Of- 
fice of the Year” award (in the over- 
500-employee class) sponsored by 
Office Management and Equipment. 


A 2-page bulletin and catalog in- 
sert, No. 251-2, describing their line 


| of floor cleaning equipment, is avail- 


able from Geerpres Wringer Inc., Box 
658, Muskegon, Mich. Included in the 
bulletin are illustrations and specifica- 
tions for mop wringers, single tank 
outfits consisting of mop wringers and 
galvanized tanks mounted on castered 
aluminum chassis, and twin tank units 
having single wringers and twin gal- 
vanized tanks on castered electroplated 
angle iron chassis. 

Also 
various galvanized tanks and buckets, 
rubber castered chassis, mopsticks, 
and a mopstick and broom holder. De- 
sign features of the wringers and 
chassis are described and 
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included are descriptions of 


vod ow 


in GREETING CARDS 


More and more greeting card 

manufacturers choose Shepco 
envelope with the delicious 

Mint-E-Seal flavor flap. 


aad 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 10 
Save 3 ways with EZC window enve- 


lopes. Write for free samples today. 
Dept. 156. 


it Costs Less to 
Prevent Errors... 
Than to Pay for Them 


Safeguard Check- 
writers are so designed to permit the opera- 
tors to insert checks without the necessity of 


Time-saving Instant 


positioning same. This is accomplished auto- 
matically by gravity feeds. Consequently, this 
time saving element permits operators to 
concentrate their time on more important 
functions such as the amount verification. 
The ultimate result is the prevention of error 
which normally involves considerable expense 
and effort to correct. 


Safeguard’s bank account protectors are 
available in H, K, Voucher and International 
models. There is a Safeguard checkwriter to 
fit all types of checks made in conformity 
with the standards suggested by the Ameri- 
| can Banker’s Association. Machines write 
from 6 to 13 columns and from 1 to 10 
currencies. 


illustrated. | 


For complete information on Safeguarding 
your bank account and checkwriting, write 
directly to Safeguard Corp., Lansdale, Pa. 


December, 1952 


a 


F 


a — a 
(CHAIRS 0 a 
| Ne i | Mes r 
At) : 
| | C+D=V | ew Ae 
| ‘ | | i 
. i | | / 1 cA 
i i Pore yf 
r ; J 
| | rarer ae 
es | 
_— 
. | | ens 
+ —_— m 
: iN LS ~ * 
yl Beadle ‘ 
O77 eee : 
ae | 
E P 
F 
i rT 
— | 
ae ' 
| ' 
| | - eS dy 


December, 1952 


Faster, Easier Filing in 


pwn 


\ 


Modern filing, made possible by Rock-a-File’s 
revolutionary side-opening compartments, is faster 
and more efficient because each compartment 
“rocks’”’ open to make its entire contents instantly 
accessible. More than that, Rock-a-File actually 
requires less floor space than old-fashioned drawer- 
type files! 

Rock-a-File compartments project less than eight 
inches when open, “rock”? open and shut effort- 
lessly, and permit two or more persons to use the 
same file cabinet simultaneously. Alcoves, corri- 
dors, small corners and many other hitherto im- 
practical locations become ideal filing space with 
Rock-a-File. 

And Rock-a-File is safe, too... gravity center 
remains always within the cabinet; no danger of 
toppling, even with lower compartments empty. 


See your dealer or write for a descrip- 
tive folder and name of nearest dealer 
today ...kearn how Rock-a-File can 
save filing time, costs and space in 
your business. 


Me Kick a Fue 


A typical vault 
installation showing 
4-compartment and 
2-compartment 
Rock-a-Files in tiers. 


TAA % 
TAS 
‘ey 


Ee 
tf 
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A 2-compartment Rock- 
a-File in private Office use,  — 
Note close Position... — | 
no need for user to rise; —> 


ivst swing around in chair, A 
oe 


For information, address Dept. O 


ROCKWELL-BARNES COMPANY 


35 East Wacker Drive + Chicago 1}, Ill. 
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pains 


TECHNIPLAN Pays 25% Annually in Saved Rentals 


TECHNIPLAN ENABLED an expanding Branch Office of *Hardware Mutual 
Insurance Company of Minnesota to escape these costly measures—leasing 


additional office space and operating on two floors. 


THE LOCAL G/W DEALER showed how steel Techniplan would accommodate 
additional personnel and equipment within the present space with increased 


employee comfort and efficiency, and pay for itself in four years through 


savings in rent alone! 


PHONE OR WRITE your local G/W Dealer today! He'll gladly demonstrate 
these and other Techniplan advantages. You'll find him listed under “Office 


Equipment” in the classified phone directory. 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 
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Cincinnati 12, Ohio 


».......FOR HARDWARE MUTUAL’ 


larger staff more comfortable, efficient in “outgrown” office! 


PRIVATE OR SEMI-PRIVATE 
work areas easily, quickly 
provided with Techniplan’s 
modular partition units. 


WRITE TODAY to Globe- 
Wernicke, Dept.13-OM for this 
complete, informative Techni- 
plan Catalog. Helps you plan 
your office more efficiently. 
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EDITORIAL 


They are looking for glamour— 


... personal glamour of course, as every girl is, but also environmental glamour 
—in the place they spend their working hours. 

This last is important in the difficult problem of getting efficient office workers 
and keeping them. At Office Management and Equipment’s “Office of the Year” 
luncheon, covered in the pages immediately following, Jervis J. Babb, president 
of Lever Bros. Co,, which won the Award for offices employing more than 500 
persons, alluded to the way numbers of visitors to the Lever offices ask “How do 
you get a job here?”. Other modern offices exercise a similar pull on job-seekers, 
highly important today when office people are “shopping around.” 

In connection with its recent National Office Furniture Week, the National 
Office Furniture Association emphasized the belief of its leaders that failure to 
hold office employees is due largely to outmoded office surroundings. According 
to Ben Itkin, of Itkin Bros., Inc., New York, chairman for the Week, many good 
workers are gravely discontented because of the environment in which they have 
to work. Along the same lines, A. C. Howard, president of the Globe-Wernicke 
Co., told the recent annual meeting of the Office Equipment Manufacturers In- 
stitute that “good surroundings ensure good workers.” 

“Frankly, I have been appalled at the great number of offices, even of large 
and prominent companies, which today represent anything but modern or effi- 
cient operations,” Mr. Howard said. “Yet these very same business men complain 
to me about the scarcity of good office help.” 
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The speakers’ table. From the left: Howard E. Isham, assistant treasurer, U. S. Steel; Thomas V. Murphy, editor, Office 

Management and Equipment; George E. Potter, vice-president, Prudential Life Insurance Co. of America; Jervis J. q 

president, Lever Brothers Co.; Donald McAllister, general manager, Geyer Publications, who presided; Jess Larson, Fed- 

eral General Services Administrator, the main speaker; J. Rufus Doig, representing the Sacramento Bee; J. Russel Coulter, 
president, TP & W Railroad, and Robert W. Cutler, representing Pan-American Life Insurance Co. 


“Office of the Year” Awards 


luncheon honors six winners 


Firms receive plaques at ceremony climaxing 
third annual nationwide poll among archi- 


tects, decorators, and management engineers. 


REPRESENTATIVES of six of the nation’s offices, 
adjudged outstanding for design, layout, and equip- 
ment, were present at the third “Office of the Year” 
Awards luncheon at the Waldorf Astoria in New York 
on October 20 to receive plaques symbolizing that dis- 
tinction. 

The Awards, initiated in 1950 by Office Manage- 
ment & Equipment, provide for plaques for each of 
the winning offices in two divisions—offices having 
500 or more employees, and offices employing less than 
that number. Plaques are also awarded to two honor- 
able mention winners in each division. 

On hand to accept the awards were Jervis J. Babb, 
president of Lever Bros. Co., New York, whose offices 
were the winner in the large office division; George E. 
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Potter, vice-president of the Prudential Insurance Co. 
of America, Honorable Mention winner with its South 
western Home Office in Houston, Texas; and Howard 
Isham, assistant treasurer of United States Steel, whose 
offices in the 525 William Penn Place Building in 
Pittsburgh were the other Honorable Mention winner 
in this large office class. Also present were J. Rufus 
Doig, president of O'Mara & Ormsbee, representing 
the Sacramento Bee, Sacramento, Calif., winner in the 
small office group; J. Russel Coulter, president of the 
Toledo, Peoria & Western Railroad, Peoria, Ill.; and 
Robert W. Cutler, a member of the firm of Skidmore, 
Owings & Merrill, New York and Chicago, who # 
architects of the Pan American Life Insurance Co. 
building in New Orleans, accepted the plaque for 
Crawford Ellis, president of that firm who at the las 
minute found he could not attend the luncheon. To 
ledo, Peoria & Western Railroad and Pan American 
Life were the Honorable Mention winners in the small 
office division. 

Architects who designed the Awards winning offets 
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Donald McAllister (center). general manager, Geyer Publications, presents Awards silver plaque to Jervis Babb, president 
D ffice Lever Brothers Co., as Jess Larson, Federal General Services Administrator, looks on. 


ulter,} Were present at the luncheon, and received medallions 
in recognition of their achievement. Representing 
the architectural firms were Robert W. Cutler, William 
$. Brown and Gordon Bunshaft, of Skidmore, Owings 
and Merrill, the firm responsible for the designs of 
Lever House in New York, and the Pan American Life 
Insurance Co. in New Orleans; Mrs. Elizabeth Franz- 
heim Kitchen, who represented her father, Kenneth 
Franzheim, designer of the Southwestern Home Office 
of the Prudential Insurance Co.; Dunbar Beck, archi- 
cs tect, and David Elwell, of Lockwood Greene Engi- 
neers, Inc., who collaborated on the design of the 


At right: J. Rufus Doig receives the Sacramento Bee's 
e Co. Awards plaque from Mr. McAllister. 


vhose| Below: Guests mingle at the cocktail party which preceded 
the Awards luncheon. 


offices 
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George E. Potter, vide-president, Prudential Life Insurance 
Co. of America, which won Honorable Mentian for its new 
office in Houston. 


Sacramento Bee building, winner in the small office 
division; William York Cocken, Pittsburgh architect 
who associated. with the New York firm of Harrison & 
Abramovitz to design Pittsburgh’s 525 William Penn 
Place Building and the United States Steel offices 
there; and Carter E. Hewitt, Hewitt & Bastian, archi- 
tects of Peoria, Ill., who designed the TP & W Rail- 
road offices. 

Donald McAllister, general manager of Geyer Pub- 
lications, publisher of Office Management & Equip- 
ment, presided at the Awards ceremonies, and present- 
ed the plaques. 


Howard E. Isham, assistant treasurer, U. S. Steel, accepted 
the Gnaeulite Mention plaque won by that company for 
its Pittsburgh headquarters. 


“The great development of the American office | & 
during recent years, and the constantly increasing de- ' 
mand for greater office productivity is perhaps best 
illustrated by the fact that a w orking force of approxi- : 
mately 16,000,000 office employees is. now required,” | § 
Mr. McAllister said: ~ “New methods and new ma- 
chines—not to mention new personnel problems— 
have resulted in a higher degree of office mechaniza- 
tion which in turn has presented new and more difh- 
cult problems in office design and layout.” 

Mr. McAllister said that determination of the win- 

(To Page 60) 


Others among the guests: 


_" 
Ainsworth, Cyril 
American Standards Association, 
Inc. 
Allwork, Ronald 
New York Chapter, American Insti- 
tute of Architects 
Barnett, J. A. 
Lever Brothers Company 
Beard, William K., Jr. 
Associated Business Publications 
Beauchamp, Mrs. Page 
Progressive Architecture 
Beck, Dunbar 
Brown, William S. 
Skidmore, Owings & Merrill 
Brussel-Smith, Bernard 
A.N.A., Artist and Designer 
Bunshaft, Gordon 
Skidmore, Owings & Merrill 
Burkhart, W. H. 
Lever Brothers Co. 
Caldwell, V. L. 
National Office Furniture Associa- 
tion 
Cocken, William York 
Harrison and Abramovitz and 
Cocken 
Cushman, J. Clydesdale 
National Association of Building 
Owners & Managers 


Dever, Edward J., Jr. 
Printer’s Ink 


Downes, Charles 

Advertising Age 
Drew, J. E. 

Lever Brothers Company 
Elwell, David 

Lockwood Greene Engineers, Inc. 
Fitzsimmons, Robert 

Tide 
Keith, David L. 
Kitchen, Mrs. Elizabeth Franzheim 
Galbreath, John W. 

525 William Penn Place Corp. 
Gatewood, Howard E. 

Wood Office Furniture Institute 
Gray, John R. 

National Office Furniture Assn. 
Grebe, H. F. 

National Office Management Assn. 
Hewitt, Carter E, 

Hewitt and Bastian 
Hollinshead, E. D. 

525 William Penn Place Corp. 
Hooton, Claude E. 
Johnson, George M. 

The Prudential Insurance Company 


Moore, Warren 
Lever Brothers Company 
Oetting, Philip G. 
American Association of Advertis- 
ing Agencies, Inc. 
O’Rourke, H. P. 
Lever Brothers Company 


Pembroke, Adrian H. 
National Stationery & Office Equip- 


ment Assn. 


Romig, Ivan B. 
Grant and Wadsworth, Inc. 
Schiff, Robert 
National Records Management 
Council 
Scruggs, John Dudley 
Scruggs and Hammond 


Snaith, William T. 
Raymond Loewy Associates 


Talman, E. L. 
Lever Brothers Company 


Thomson, James 
Systems & Procedures Association of 
America 


Whittemore, Harold C. 
Wholesale Stationers’ Association 
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Robert W. Cutler, representing Pan-American Life Insur- Carter E. Hewitt, of Hewitt and Bastian, architects, and 
ance Co., which won second division honorable mention for J. Russel Coulter, president, TP & W Railroad, compare 
its New Orleans main office. awards won by that line’s offices. 


P i 


The architects or designers who collaborated on the prize-winning offices, or their representatives, re- 

ceived medallions. From the left: William T. Snaith, Raymond Loewy Associates; William Y. Cocken, 

Harrison and Abramovitz and Cocken; Dunbar Beck; David Elwell, Lockwood Greene Engineers, Inc.; 

Mr. McAllister; Carter E. Hewitt, Hewitt and Bastian; Claude E. Hooton; and William S. Brown, Skid- 
more, Owings, and Merrill. 


Association heads or representatives attending were, from the left: Adrian Pembroke, National Stationery and Office 

Equipment Association; V. L. Caldwell, National Office Furniture Association; Hal Grebe and Albert J. Snite, National 

Office Management Association; John R. Gray, National Office Furniture Association; E. Howard Gatewood, Wood Office 

Furniture Institute; Harold Whittemore, Wholesale Stationers Association; William K. Beard Jr., Associated Business 
Publications; and Robert Schiff, National Records Management Council. 
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Jess Larson 


MR. CHAIRMAN and guests: I strongly fecl a deep 
sense of obligation as well as pleasure in talking today 
before a group of people with whom I have a mutual 
interest. I want to highlight for you a topic that will 
appeal to you as experts in your fields, as well as 
seasoned taxpayers — saving the public's money by 
space utilization. 

As Administrator of General Services, I am charged 
with the responsibility of being the world’s largest 
landlord, housekeeper and supplier for our Federal 
home ...on a limited budget, too. 

General Services, as is true of any service operation 
dealing with the public, should never seek credit. I 
might add, rarely will it be received. So few know 
about General Services, may I briefly tell you of our 
mission? 

Congress created the General Services Administra- 
tion on July 1, 1949, to manage the Federal Govern- 
ment’s activities in: 

(a) Purchasing and supply operations. 

(b) Design, construction, repair, maintenance, 
and operation of Federal buildings. 

(c) Management of Government records and 
preservation of historical documents. 

All agencies of the Government need adequate sup- 
plies, enough space in which to operate, and a system 
of maintaining records. It is GSA’s mission to furnish 
these important services as economically and efficiently 
as possible. 

In the i6o years prior to July 1, 1949, the Govern- 
ment never had a single, centralized agency to do this 
work. Similar functions were scattered throughout 
Government despite the fact that many were closely 
related. Consequently, they did not get the expert 
attention of a force of skilled people, working togeth- 
er, with authority to carry out the task. 

Today, GSA is that determined, skilled force serv- 
ing you. 

So much for background—I’ve been invited to talk 
about a most important phase of our building man- 
agement—space utilization. It is a subject so compli- 
cated that I almost feel sort of like a space cadet in 
attempting to bring it down to earth to you in con- 
crete terms. But GSA has done so. 
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Space control 


Jess Larson, Federal General Services Ad- 
ministrator. speaking on the topic “No 
Space for Waste’’ at “Office of the Year” 
Awards Luncheon, lists five goals Govern- 


ment sets to insure best use of space. 


Yet, if the ultimate goals for proper space utiliza- 
tion are far distant, the achievement by the Federal 
Government is already very real. Progress has been 
made. In method and in end product, sensible use 
of space means savings of money, greater efficiency in 
the services we must provide the taxpayer, and higher 
morale among Federal employees. 

And we are not just dreaming about it. It is a 
“going” program, one being accelerated every day and 
dictated by sound principles of business management 
that affect a Government bureau as much as they must 
govern the decisions of the board of directors of a 
successful corporation. 

I can report to you substantial progress in making 
this space program work for the taxpayer, the prop- 
erty owner and the Government. Under normal con- 
ditions, the task would be difficult. For our plan, 
paradoxically, is to contract the use (I might say 
waste) of space, despite the yearly expansion of Gov- 
ernment services. The need of defense agencies—as 
a result of Korea and the threat to world peace—has 
greatly enlarged our problem. And yet I know that 
we are well along the road to making our “work room” 
facilities pay greater dividends — without involving 
new great capital expenditures. 

It might almost be termed the neatest trick of the 
fiscal year to expand and yet contract, to spend money 
to save money. It involves no legerdemain but hard, 
intelligent, creative planning to put people and things 
in the best place for their benefit as individuals and 
for the nation as a whole. So far, we have been able 
to do so with solid comparative savings, measured 
against costs of private commercial operation—and 
we intend to keep paring while improving. Thrift is 
a popular word these days; it is in the operation of 
General Services. 

Let me quote as a recent example from an official 
report from GSA to the Bureau of the Budget: 

“The reduction of almost three million square feet 
of leased space has been possible through agency con- 
solidations and better utilization of Government- 
owned and leased space. The released square-footage 
has been either returned to the owners through cancel- 
lation of leases or the space has been utilized in meet- 
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pays off in Federal offices 


ig demands for emergency expansion. It represents 
m annual saving of an estimated $5,200,000 on the 
basis of average costs of rental and operation of leased 
space. 

“In addition to the leased space made available for 
emergency expansion, 10 Government-owned build- 
ings in the District of Columbia representing a total 
of 1,163,000 gross square feet have been utilized for 
uch expansion. Also about 29,000 employees involved 
in the emergency expansion have been placed into 
existing space without leasing additional space for 
them in an extremely high cost market. This action 
represents an annual savings of about $12,000,000 
which the Government has not had to pay in added 
rents to meet the emergency expansion.” 

The figures, gentlemen, speak louder than words. 

Here are a few more: 

Now, you are perhaps more personally concerned 
with the use of office space. Under our contro] and 
care—I emphasize control, for that is a secret of space 
conservation—are about 120,000,000 square feet con- 
stituting our entire buildings management activity. 
Of these, we have about 46,000,000 feet of office space 
spread in every state. Included are smaller structures 
with as little as 5,000 feet ranging to the vast 3,500,000 
of the Pentagon. About 600 of the buildings are Gov- 
emment-owned, and about 7,000 other “space prob- 
lems” are leased from private property owners. 

We figure costs on the basis of square feet, and this 
brings me to a very important point in our discussion. 

We have set an arbitrary goal for office workers of 
go square feet per person. Our average in 1950 was 
116 square feet per worker; in June 1951 it was cut 
to 106 square feet; and as of June this year it was 
lowered to 103 feet.» Now, if space is money—and it 
is—you can see why I can report this to you with 
satisfaction in my organization and Government. You 
can see the greedy glint in our eyes as we point toward 
the go feet per person goal—a very drastic saving. 


It should be very clear to you that we exercise no 
“ivory tower” pincers on the space allotments to make 
a record look good. So, 1 come now to an outline of 
our space control program that will demonstrate how 
it works for us and all the other taxpayers without 
sacrificing efficiency. 

For many years the Government has been aware of 
the need for space conservation, but it is only within 
these past few years that a concerted, centralized, con- 
trolled program has been put into effect. 

That this and other programs have been instituted 
so successfully and are deserving of public support is 
due in a large measure to the splendid vision of the 
Hoover Commission and the enthusiastic backing of 
the Office of the President. 

Also, let me here acknowledge the work of Commis- 
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RANCHER, lawyer, administrator, and, during 
World War II, artillery officer, Jess Larson 
was assigned in 1945 to reorganize the Organ- 
ized Reserve Corps and the National Guard. 
He was next named War Assets Administrator, 
and then head of the Federal Works Agency 
in 1949, When the General Services Administra- 
tion was created in the same year, he was 
named its first administrator. This post has 
made him responsible for the maintenance and 
efficient operation of government office space 
and equipment throughout the Federal system 
—a housekeeping job on a gigantic scale. 


sioner W. E. Reynolds, head of GSA’s Public Build- 
ings Service and an outstanding authority in his field, 
and his able staff. | speak to you, today, as merely the 
coordinator of the entire job of property operation— 
a representative of those who do the various jobs. 

Our program is not a paper memorandum type of 
operation—-it is a living, practical guide for those 
using space for Government purposes. It is planned, 
administered, and policed by professionals. 

It was brought into being, I am glad to say, after 
thorough study within the Government, and surveys 
of the best practices in private business. So you see, 
we are striving toward the same goal. To be space- 
minded, gentlemen, is to be economy-conscious. 

The program objectives are: 

(1) Reduction of leased facilities through maxi- 
mum efficient utilization. 

(2) Consolidation of agencies within presently 
owned or leased space. 

(3) Relinquishment of property for which there 
is no current foreseeable need. 

(4) Effective utilization of excess real property 
to meet Government needs. 

(5) Coordination and cooperation between agen- 
cies for the temporary utilization of space 
which cannot be assigned in the regular 
manner. 

With these objectives in mind, let’s apply them 
against practical situations. 

We have found that the most effective tool in the 
space utilization program is physical inspection of 
premises. The best results are obtained from our type 
of survey which includes a floor by floor, room by 
room, desk by desk check, using floor plans where 
available and recording actual personnel figures, va- 
cant desks, single occupancy rooms, and major items of 
equipment on the plans or work sheets. 

In addition to the various routine components of 

(To page 62) 
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Chairman K. B. Willett weleomes members at first conference session. Seated (left) is Lawrence Appley, president 
of AMA, and Prof. Howard H. Aiken, director of the computation laboratory at Harvard University. 


AMA Conference debates: how will 


electronics affect our offices? 


Management executives weigh problems of a 
successful 


mechanized future at 


session 


problems of post-war administration weighed heavily 
on America’s office executives. Last year’s attendance 
was in excess of 500. 


By WALTER A. KLEINSCHROD 


‘THE SECOND largest crowd ever to attend an \MA 
Office Management Conference packed all sessions of 
that two-day affair as experts from the nation’s lead- 
ing companies and universities discussed its theme: 
“Keeping Ahead in Office Management.” 

American Management Association tabulations 
showed that this year’s attendance of 866 was topped 
only by the all-time high of 1,150, set in 1946 when 


Held October 16-17 at the Hotel New Yorker, the 
1952 conference was under the chairmanship of K. B. 
Willett, vice-president, Hardware Mutuals, Stevens 
Point, Wisc. In his keynote message, which set the 
conference theme, Mr. Willett said: 

“Office management, it is generally agreed, is in the 
midst of one, and on the verge of another revolu 
tion, both taking form in many parts of the country. 
The one is rapidly changing the office from a produc 
tion line for figures to a managerial service organiza 


An evaluation of electronic equipment .. . 


Excerpted from “A Report on Electronic Accounting” given by 
E. J. Cunningham, assistant controller, Monsanto Chemical Co., St. Louis 


UP TO THIS TIME, almost all electronic 
equipment has been designed for use in 
engineering, mathematical and scientific 
computations. It usually follows that a 
relatively small amount of source data is 
necessary, with a great amount of com- 
putation relative to such data and a 
small output or answer desired. 

Accounting generally requires a volu- 
minous mass of source information and 
smaller and simpler mathematical com- 
putations. Large outputs, normally 
printed, are needed. 

Because of this, computers built for 
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scientific work have been of little use in 
accounting. 

The terminal equipment, that is the in- 
put and output devices, have been neg- 
lected by manufacturers to date. When 
large outputs are necessary, it is highly 
unsatisfactory to have an electric type- 
writer or a relatively slow-speed printer 
as the only means of recording on paper. 
There is no point in having a high-speed 
computer when we cannot get the data 
into such equipment or record the re- 
sults at a speed approximating the elec- 
tronic speed of the computer. 
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Random or intermittent failure of elee- 
tronic machines is a problem with the 
present machines. Reasons for such fail- 
ures are extremely difficult to locate so 
that they can be corrected. 

Organization and standardization of 
source information is most important 
when electronic accounting is contem- 
plated. It must be remembered that if 
you expect to predetermine the possible 
patterns of the results desired, the source 
information must be given in such form 
that it will fit into the established 
pattern. 
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tion; the other—electronics—has been bearing down 
on us faster than most of us realize. 

“Management has already realized that office opera- 
tions represent the most-fruitful frontier for working 
economies in business today; the possibilities of elec- 
tronics have yet to be put in terms of practical appli- 
cation for most offices. . . . We see the next few years 
as a challenge, a time when the office manager will 
make his place as an unquestioned member of the 
first team of management.” 

First speaker, following introductory remarks by 
Chairman Willett and AMA President Lawrence 
Appley, was Professor Howard H. Aiken, director of 
the computation laboratory, Harvard University. 
Prof. Aiken summarized the latest foreign and do- 
mestic developments in this field, and asserted that 
their full application to office use could be realized 
only if businessmen laid’ aside their “awe of techni- 
calities,” and spoke their needs “promptly and force- 
fully” to scientists and engineers. 

In a “management dialogue” titled “Building a 
Check-List for Decision on Electronic Accounting,” 
both participants—Matt W. Boz, assistant manager, 
methods and statistics department, Shell Oil Co., New 
York, and David V. Savidge, sales manager, Univac 
Fac-Tronic System, Remington Rand Inc., New York 
—agreed that complete procedural manuals of ac- 
counting methods are a “prime necessity” if elec- 
tronics is to be applied effectively to office operations. 

Mr. Boz also cautioned his listeners that electronic 
equipment designed to produce large volumes of data 
at high speeds might “actually get lazy” if it didn’t 
have enough to do. This situation, he added, might 
cause large decentralized organizations, such as Shell, 
to return to centralized accounting in order to take 
advantage of the unusual speed and capacity of this 
equipment. 

If electronics is to be used effectively, Mr. Savidge 
indicated, top management must realize the impor- 
tance that rapidly-produced figures can have for com- 
pany operations. Daily figures are useless, he said, 
if they arrive a week after the event. He noted that 
speedier figures could make management's job easier 
and remove a good deal of guesswork. 

In a session devoted to office work measurement, 
four panelists summarized the high points of such 
plans as administered in their own companies. All 
agreed that measurement programs have great poten- 


tialities for controlling office costs. Panel members 
were: William H. Brush, chief administrative indus- 
trial engineer, Atlantic Refining Co., Philadelphia; 
Robert E. Fendrick, methods and standards division, 
Chemical Bank & Trust Co., New York; Charles H. 
Dent, methods research manager, Hardware Mutuals, 
Stevens Point, Wisc., and John C. Morris, secretary, 
State Farm Life Insurance Co., Bloomington, III, 
H. F. van Gorder, director, methods planning di- 
vision, U. S. Steel Co., Pittsburgh, acted as discussion 
chairman. 

Meanwhile, at a concurrent session, AMA members 
heard E. J. Cunningham, assistant controller, Mon- 
santo Chemical Co., St. Louis, deliver a report on 
electronic accounting (see p. 26). Mr. Cunningham 
was followed by John A. Sonnichsen, assistant treas- 
urer and office manager, American Hard Rubber Co., 
New York, and William Bowman Worthington, 
Hughes Aircraft Co., Tucson, Ariz., who jointly dis- 
cussed “What Can the Smaller Office Do Now to 
Prepare for the Electronic Office?” The rubber com- 
pany executive told of the operational streamlining 
his firm began in 1947. During reorganization, he 
said, his company kept in mind the possibility of a 
future shift to electronics, and consequently shaped 
its office methods so it would be ready when that 
change became economically practicable. Chairman 
for this session was Edward Schulz, associate professor, 
department of management and industrial relations, 
New York University. 

Meetings the morning of the second day were de- 
voted to relationships between office and company. 
Thomas A. Hurns, secretary and general accountant, 
Detroit Edison Co., speaking on “Management Devel- 
opment in the Office,” observed: 

“The events of the past several decades—mass pro- 
duction, depression, war, government regulations, 
high taxes, keen competition, and the natural growth 
of our businesses—have made the executive’s job 
more and more complex. 

“These events forced the business executive—the 
office manager—to reorganize his work-day and to re- 
examine the tried and true techniques of yesterday. 
These examinations resulted in a somewhat universal 
determination 1) that ‘the basic function of manage- 
ment is in the development of people and not the 
direction of things,’ and 2) that the management 
techniques of yesterday are not adequate to present 


The status and duties of office managers today .. . 


Excerpted from remarks by John C. Morris, secretary, State Farm Life Insurance Co., Bloomington, III, 
made during a panel discussion on “Developments in Office Work Measurement” 


THE EMPHASIS ten years ago was on 


written standard practice instructions and 
in procedure manuals. Many of these 
bogged down by their sheer weight and 
size. Today, the stress seems to be on 
first-hand observation of methods and the 
working out of improvements in very 
close co-operation with the line super- 
visor. The idea of “ivory tower” proce- 
dure analysis is giving way to a team 
approach, with the methods man and the 
line supervisor working together. 

Office management today might be 
considered to consist of three categories: 
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1) office personnel, 2) office planning, 
and 3) office services. 

The first, supervision of office per- 
sonnel, has been decentralized to operat- 
ing departments in many companies. The 
purchasing director, for example, super- 
vises the necessary office staff to prepare 
purchase orders and related activities; 
sales service personnel are part of the 
sales division, and the accounting staff is 
under the chief accountant. In banking 
and insurance firms, where clerical and 
office work constitutes most of the ac- 
tivity, there still exist large central pools 
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of personnel under a centralized division, 
but even here there seems to be a grow- 
ing trend to decentralize this staff to the 
underwriting and other operating di- 
visions. Thus, the first phase of office 
management is now part of the line or- 
ganization. : 

The second category, office planning, 
includes the analysis and streamlining of 
procedures, the development of office 
standards and work measurements, the 
design and planning of office space and 
facilities, the analysis and simplification 

(To page 63) 
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Part of the near-record 866 conferees who crowded into the Hotel New Yorker for the two-da 


day needs and, further, that they must be refined, or 
in some instances, completely replaced by a planned, 
organized approach to management functions. in 

“Management development is not a program in it- 
self. It is basic, an integral part of managing. In fact, 
it has been defined as ‘that portion of the total man- 
agement function which concerns itself with the sup- 
ply, maintenance, and improvement of management 
personnel.’ It is part and parcel of our daily activities; 
for as we meet with our supervisors, as we plan with 
them, as we help them to better discharge their re- 
sponsibilities, and as we help them to solve operation 
problems, so are we developing them.” 

James E. McCabe, secretary, Merck & Co. Inc., Rah- 
way, N. J., in a talk titled “The Office Management 
Function in the Company Organization,”’ also empha- 
sized management's transition from a_ figure-produc- 
ing entity to a “service organization.” He analyzed 
the office manager’s place in current organizational 
trends, and indicated criteria by which companies 
could adjust their traditional functional alignments 
to meet new demands. 


meeting 


A sociological survey of the white collar class—one 
that forecast widespread office unionization—was pre- 
sented (see below) by C. Wright Mills, associate pro- 
fessor of sociology, Columbia University, and author 
of White Collar (an analysis of the American office 
worker, published last year) . 

The conference closed with a second panel discus- 
sion, this one titled “Quality Control in the Office.” 
The panel—consisting of Dale Lobsinger, Quality 
Control Transportation System, United Air Lines, 
Denver; Paul Holly, clerical operations manager, 
Aldens Inc., Chicago, and Fred E. Shelton, Jr., office 
manager, Standard Register Co., Dayton, O.—demon- 
strated how a well-run control program yields divi- 
dends not only in production quality, but in im- 
proved employee participation and morale as well. 

An innovation at this year’s conference was a series 
of “workshop exhibits’’—educational displays of sup- 
plies and equipment designed to improve office space 
utilization. Featured were charts, records, and re- 
ports which highlighted the functions of methods de- 


(To page 60) 


The decline of the office worker... 


Excerpted from a talk, “A Look at the White Collar,” given by 


€. Wright Mills, associate professor of sociology, Columbia University, New York 


AMERICA is a nation of dependent 
employees trying to operate on a work 


tige from the boss as easily as they once 


native parents” is no longer theirs. With 


psychology appropriate to a nation of 
independent enterprises. That is the gen- 
eral problem you face as office executives 
and personnel men. In addition, you are 
attempting to handle members of a white- 
collar stratum which has undergone some 
quite drastic changes since 1900. 

Among the major trends that have 
made for a decline in the prestige and 
security of white-collar people are the 
following: 

1) The previous similarity of white- 
collar types of work to those of the old, 
entrepreneurial middle class is now less 
than it was. Given the increased size of 
the work place, they cannot borrow pres- 
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could. Nor, given the increased imper- 
sonality of much of their work routine, 
can they borrow it so easily from “the 
management,” or “the firm,” or the “es- 
teemed customer.” 

2) The skills they practice are not as 
various, and do not permit the degree of 
autonomy they once did; in many cases, 
these skills do not take as long to learn. 
Moreover, the virtual monopoly of high 
school education which white-collar em- 
ployees once had is no longer theirs, 
and in many cases their jobs do not re- 
quire much formal education. 

3) The prestige white-collar employees 
once enjoyed by virtue of there being 
among them more “native whites of 
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the cutting off of immigration in the last 
generation, all the population, including 
wage workers, are rapidly rising into this 
category. 

4) In the meantime, especially in the 
last decade, the white-collar average in- 
come is only slightly above, and in sev- 
eral important cases lower than, the 
average income of various wage-working 
groups. This is in contrast with the 1890 
situation when, on the average, the white- 
collar people made about double. 

5) They are no longer so immune to 
the threat of unemployment, relative to 
wage workers. As the mechanization of 
the office proceeds—and it has only be- 

(To page 63) 
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Season's Greetings 


from 
OFFICE MANAGEMENT 
AND EQUIPMENT 


To all our friends in management, a 
Very Merry Christmas—and happiness 
and success in the New Year and all 


the years to come. 
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James Thomson, SPA president 


Over 800 systems experts crowded 
into the Hotel Roosevelt, New York. 
to learn new techniques, exchange ideas, 


and make their gathering. . . 


SPA’s most successful meeting 


THE MOST SUCCESSFUL meeting in the Systems 
and Procedures Association’s five-year history opened 
October 20 at the Roosevelt Hotel, New York. Over 
800 systems experts crowded the sessions and round 
table discussions of the three-day gathering to ex- 
change ideas, learn new techniques, and debate mat- 
ters connected with the conference theme—‘‘Systems, 
the Pulse of Good Management.” Said business-form 
consultant Frank M. Knox, a guest speaker, at its 
conclusion: “All in all, I think it is one of the best 
conventions . . . I ever attended. The caliber of the 
men, the attention they gave . .. and the conversation 
I heard all bear out the businesslike conduct of the 
convention.” 

According to general chairman Matt W. Boz of 
Shell Oil Co., New York, this Fifth International 
Systems Meeting drew more than twice the attendance 
of last year’s gathering. It introduced, too, “industry 
critiques” —small sessions within the meeting where 
representatives of, say, petroleum companies, insur- 
ance companies, or merchandizing firms could convene 
to discuss problems common to their special fields. 

Five sessions comprised the conference program: 
two general and two concurrent sessions, plus a round 
table forum. 

Initial speaker, after introductory remarks by Mr. 
Boz and SPA President James Thomson, was C. M. 
Blumenschein, controller, Container Corp. of Amer- 
ica. His talk dealt with control of decentralized ac- 
counting in multi-plant organizations. V. H. Kiane 
of Price Waterhouse Co. followed with an address 
titled “Tomorrow's Quality Standards for Office 
Work.” 

At concurrent sessions the first afternoon, one group 
of members heard Frank M. Knox, president, Frank 
M. Knox Co., discuss “Design and Control of Busi- 
ness Forms’; L. Browne Helms of the American Steel 
& Wire division, U. S. Steel Co., speak on “The How 
and Why of Measuring Clerical Work,” and F. M. 
Johnson, Prudential Insurance Co. of America, deliv- 
er a talk titled “Controlling Usage of Punch Card 
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Machines.” Chairman of this session was E. B. Don- 
ahue, president of SPA’s Philadelphia chapter. 

Meanwhile, other members heard Harold E. Bliss, 
Lukens Steel Co., speak on “Control of Repair and 
Maintenance.” Next on the rostrum was W. N. Spray 
of U.S. Steel’s production planning division who dealt 
with the topic, “The Methods Job in Production 
Planning.” Final speaker at this session—which was 
under the chairmanship of Carl Brockway, Washing: 
ton chapter president—was George H. Russell, Ford 
Motor Co., whose address was titled “Inbound Mate- 
rials and Their Control.” 

At a second concurrent session the following morn- 
ing, J. R. Crowley of Arthur Young & Co. presented 
a “Practical Approach to Work Simplification.” Said 
Mr. Crowley in his introduction: 

“How would you react to a want ad in your local 
paper that read something like this: 

“*Wanted—men to assume positions of almost un 
limited responsibility and authority in jobs of 
fascinating interest. Substantial opportunity to 
please the boss, attract favorable attention, and do 
good. Excellent chance for good man. Salary open.’ 

“Would you take the ad seriously or would you com 
sider it a somewhat hysterical outburst of a_high- 
powered, promotional, fly-by-night outfit? 

“Well, that ad is being written, not always in words 
but sometimes in desires, in literally hundreds ol 
companies all over the United States. It’s a job offer 
for the men who can develop programs to eliminate 
one of the major problems in business today—waste. 

“Those programs we call ‘work simplification. 
Others have called it ‘the organized application of 
common sense to eliminate waste of any kind—waste 
time, energy, space, equipment, materials.’ Make no 
mistake: for the man who can develop such a program 
in his office, the opportunities listed in our want ad 
are not exaggerated... . 

“In a recent publication,” Mr. Crowley went 0M, 
“the Office Equipment Manufacturers Institute stated 
the problem on a broad scale rather concisely when 


December, 1952 


t 4 ‘ Ss s. Hl : 
: “4 
oitiags ee Be “3*ee es *° . ra mr 4 
| Bee 7,4 ee 2 > 
the 
job 
me< 
goo 
: for 
for 
¥ anc 
pra 
all 
lab 
T 
2 Ww 
De 
. = a a 


Don- 


3 Liss, 

and 
pray 
lealt 
tion 

was 
ling: 
Ford 
{ ate- 


10rn- 
nted 
Said 


local 


con 


high- 


yords 
Is ol 
offer 
inate 
vaste. 
tion. 
mn of 
waste 
e no 
gram 
it ad 


t on, 
tated 


when 


1952 


SPA’s board of directors convened during the session. From the left: J. L. Jones, McCormick & Co.; J. H. 
Penny, B&O Railroad; Gibbs Myers, Federal Telephone & Radio Co.; J. C. Peters, Matson Navigation 
Co.; E. E. Klein, Gulf Oil Corp.; James Thomson, U. S, Steel Co.; F. L. Roth, Grant Storage Battery Co.; 
W. L. Alves, Consumers Cooperative Assn.; J. B. Joynt, American Enka Corp.; R. M. Blake, Peller Brewing 
Co.; E. F. Halstead, U. S. Pipe & Foundry Co., and John W. Haslett, Shell Oil Co. Directors not at meet- 
ing included: W. B. Worthington, Saudi-Arabia chapter; C. B. Hoffman, Nordberg Mfg. Co.; F. W. Engle, 


Detroit and H. E., Bliss, 


they pointed out: ‘America today faces a three-fold 
job: 1) We must build a military force*capable of 
meeting any challenge. 2) We must produce military 
goods for our own military forces and for the military 
forces of other free countries. 3) We must produce 
for civilian needs enough to support the defense effort 
and ward off inflation.’ 

“From your company’s standpoint, the problem 
probably can be stated like this: 1) We must reduce 
all expenses possible to compensate for increasing 
labor and materials costs and increasing taxes. 2) We 


The president’s advisory council also met. From the left: J. 


Lukens Steel Corp. 


must increase productivity to compensate for the loss 
of trained personnel to the armed forces and defense 
industries. 3) We must simplify work to compensate 
for the fact that in the present labor market we can- 
not always secure personnel with the experience and 
training we desire. 

“As OEMI rather succinctly asks, ‘Can we do it?’ 
The answer to this question is, ‘Yes, of course we can 
do it.’ We can do it if we possess and use the four 
simple keys to work simplification. These keys are: 

(To page 65) 


G. Nagro, Ball Bros. Co., Raymond Cream, Bald- 


win-Lima-Hamilton Corp.; Frank Hoffman, Standard Oil Co. of N. J.; James Thomson, SPA president, and A. L. 
Mettler, The Electric Storage Battery Co. Not shown is H. K. Marks, Marks-Adams Co. 
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General Douglas MacArthur cut the ribbon which marked the official opening of the show. 


Left to right: Dave Griese- 


mer, of Babcock and Wilcox, and Elmer Helm, of Shell Oil Co., member and chairman respectively of the National 
Show Committee; General MacArthur; and Rudolph Lang, manager of the show. 


Record number of exhibits displayed at— 


1952 National Business Show 


THE STATE of the office equipment industry is at 
least 25 per cent better than it was at this time last 
year, exhibitors declared at the 44th annual National 
Business Show, held in New York’s Grand Central 
Place, October 20-25. 

The industry-wide increase was reported by a rec- 
ord number of exhibitors—212 compared to a_ pre- 
vious high of 198 in 1947—at the exposition. Many 
individual companies, including such manufacturers 
as the Friden Calculating Machine Co., and the Royal 
Typewriter Co., stated that their business at the show 
itself had increased 100 per cent over last year. 

Attendance exceeded 100,000, which show spokes- 
men considered a record since admissions this year 
were restricted to adults. In 1950, the show attracted 
132,000 visitors, but that year a demonstration of 
color television was scheduled by the Columbia Broad- 
casting System, and a large portion of the visitors 
were teen-agers, and members of the general public 
far more interested in the new entertainment form 
than in office equipment. 
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Opened by General Douglas MacArthur, in his ca- 
pacity as chairman of the board of Remington Rand 
Inc., the exposition was operated this year for the 
third time under the auspices of the Office Executives 
Association of New York, metropolitan chapter of the 
National Office Management Association. 

In his remarks at the opening ceremony, General 
MacArthur said: 

“It gives me great pleasure, as well as a sense of 
real distinction, to cut this ribbon today. It is sym- 
bolical of the magnificent advances which have been 
made in the industrial commercial field. Indeed, I 
believe the exhibits here measure the march of civil- 
ization itself as it goes on and on. I now declare open 
for your inspection the Business Show of 1952.” 

The completeness of the exhibits in every line was 
dramatically underlined by the largest and smallest 
exhibits of automatic calculators. At one extreme was 
the enormous, electronic Univac, manufactured by 
the Eckert-Mauchly Division of Remington Rand— 

(To page 60) 
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In the center foreground is one of the family of machines that make up 
the electronic master calculator- the Univac. 


NEW PRODUCTS WORTH $1,000,000 WERE EXHIBITED 


The 1952 show drew over 100,000 visitors. 
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The insecurity 


IN security 


| Visitors can be photographed by guard and 
| issued a permanent pass within a few minutes. 
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Identification photography becomes a short and simple 
"4 office procedure with the Fairchild-Polaroid ID Camera. 


Plastic badges which cannot be _ easily 
altered, and cameras which develop their 
own pictures within minutes make maximum 


security possible for any organization. 


HARDLY a paper hits the newsstands these days that 
doesn’t report the discovery of new subversive es- 
pionage, of “security leaks,” of missing atomic data, 
of any number of spy activities against the govern- 
ment. There was the Fuchs case, the Rosenberg case, 
and a whole execrable string of lesser cases. 

Perhaps it’s a long way from front-page cases like 
these, vital cases involving military secrets of the high- 
est order, to the everyday problems of industrial se- 
curity. But, still, one thing is sure. The boys who are 
out to do the damage are pretty insidious about it, and 
it doesn’t matter if their objective is to cop the latest 
in nuclear fission, or merely the latest twist in screws. 

The military knows this. That’s why they tell any 
industrial concern bidding for military production: 
“You and you alone are responsible for protecting 
classified industrial defense data against theft, and 
your plant and its equipment against sabotage.” They 
don’t tell you how to do it. That's up to you. But, 
they don’t hesitate to blame you when you're not do- 
ing it right. This is kind of like telling your daughter 


(To page 68) 
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fal-| Universal counter installations 


BUILD-UP-AS 
YOU-GO-ALONG 
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KE YOUR OWN SPECIALIZED COUNTER INSTALLATION for 
EATER EFFICIENCY, MORE PRIVACY at VERY SMALL COST.... 
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BUILD YOUR OWN INSTALLATION TO MEET YOUR SPECIALIZED NEED 
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Sheelnastr versatile line of top efficient business units 
covers a wide area of functions service and applications. 
There is a unit in the maser line to meet and service 
every one of your business needs. These top-grade, high 
value, completely functional and low cost units may be 
combined into counter installations that will save you 
many, many dollars over the long term in increased effi- 
ciency, ease of operation, and reduction of costly pro- 
cedures. A completely simplified practical and wonderful 
system that can be yours for the ordering. All units are 
made of the best grade furniture steel, where applicable, 
electrically welded for greater strength, easily assembled, 
and are available in grey or green as preferred. 
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Shebnaster } universal counter | installations 


STEELMASTER’S STANDARD LOW COUNTER HEIGHT 36’2' HIGH— 


GREATER EFFICIENCY, WORKABILITY AND ACCESSIBILITY: 
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Cat. No, 


TCH! — Counter Top — 


Counter tops are made of best grade furniture : 


steel with heavy service linoleum inserted, and 
snug fit special light colored trim. This is the 
standard top. Top has 1” over-hang front and 
back but metal thickness snug-fits on side. 

Special counter installations of the same construc- 
tion are available to any length desired. For 
estimate purposes, $10.00 a running foot is sug- 
gested. It is recommended that you request firm 


quotation on over-size snecial size counter tops. 
Dim. 1” h, x 18” d. x 48” w. 


Cat. No. 


CU-1, CU-2 — Corner Units — 


Special engineered corner units to permit you to 
make a right angle, turn in your counter installa- 
tion. A full depth unit to permit a 90° diagonal 
turn, and the CU-2 is a specialized unit to permit 
a right angle turn. 

CU-1—36 1," h. x 24” w. x 24” d. 

CU-2—irregular triangle—36 %” h. x 16” w. x 16” d. 


Cat, No. 

G-1, G-2 — Gates — 

Two gate styles are provided with easily adjust- 
able brackets for affixing to your counter instal- 
lation. 
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Statio 
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art steel sales corp. §§ new york 63n.y., u.s. a. 
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Item OVERALL DIM. 
Me. | DESCRIPTION as os B. Price 
G-1| Full gate double 24” | 24”| 1%" | $30.00 ‘ 
acting 90° swing ie 
G-2| A half gate double | 24” | 24” | 1%" | $45.00 ; 
acting 90° swing m4 
Order by Catalog Number 
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news-pictorial 


i ) < 
CONGRATULATIONS and a solid gold Parker “51” set 
are awarded to Grant Howard, retiring president of National 


Stationery and Office Equipment Assn. Ceremonies were part 
of NSOEA’s recent convention in Chicago’s Hilton Hotel. 


e 


EIGHT-PONY hitch, driven by the fa- 
mous K. E. Reisinger, is currently being 
exhibited at several large Midwestern 


THE WORLD’S LARGEST facsimile machine (center) was un- 
veiled recently by the Berkshire Evening Eagle, Pittsfield, Mass. 
The all-electronic bulletin board, which keeps the towns- 
people posted on the latest news and pictures, was especially 
constructed for the Eagle by Alden Products Company, Brock- 
ton, Mass. It replaces an ancient electric bulletin printer 
which the newspaper maintained on Pittsfield’s Main Street, 
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ROSES and the title “Sweetest Secretary of 1952” are pre- 
sented to Harriet Jenkins of Stivers Office Service, Chicago. 
The momentous event helped commemorate Sweetest Day 
sponsored each October 16 by the candy makers of America. 


fairs and shows. Smead Mfg. Co., owners 
and operators of the hitch, are using it to 
promote their line of filing equipment. 


= Pa 

¥ ts ri 
near the heart of the city. Bulletins or photos to be dupli- 
cated are placed in a scanning device (left), from which they 
are transmitted to 4 by 10 foot electrosensitive sheets in the 
outdoor machine. The enlargement power of the device is in- 
dicated in the comparison of a 4 by 10 inch photograph 


with its facsimile (right). The new bulletin board may soon 
carry advertisements, too, a spokesman of the Eagle said. 
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news=-pictorial 


COMPLETION of this new manufacturing plant in Danville, Ill. story, 25,000-square-foot building is situated approximately 


was announced recently by the Eureka Specialty Printing Co., 125 miles south of Chicago. It will augment the manufacturing 
makers of stamps, stickers. seals, and coupons. The single capacities of Eureka’s original plant in Scranton, Pennsylvania, 


> 


% 


FLUSH-MOUNTED air-tube terminals that “blend into their surround- CIGARETTE-SLIM pencil is 
ings” and expedite paper work where inter-departmental traffic is newest offering of Sheaffer Co., 
heavy have been introduced by the Lamson Corp.. Syracuse, N. Y. Ft. Madison, Ia. $5 to $17.50. 


AN EXECUTIVE desk in the line of one shown, by the 
Herman Miller Furniture Co., Zealand, Mich., is used 
by J. Russel Coulter, TP & W Railroad president. Credit 


COMPUTYPER, a device which, it is claimed, “fills 
the gap between giant electronic calculators, and 
present-day desk calculators,” is manufactured by 
for the Miller desk was inadvertently omitted from the Friden Calculating Machine Co., San Leandro, Cal. 


article citing the TP & W as an “Office of the Year.” Here designer H. A. Richardson explains machine. 


38 OFFICE MANAGEMENT AND EQUIPMENT December, 1952 


| Ee a 
| § _— 
| wil ate ; . 
sieaneneni Mo | 
Me st 4 re sane $ 4 
| 0 Wig eS — way ee 
. ia ao Hiern 
: ne, —| Bs , a. ao i ee 
Pasi - OE iti ins pee PZ. - “s * LT) ne — oe 
(cue a é = - & a - “Fabs ie 2, st 
; | poly) Ney Cae) dj 4 ‘ a a _ i — 
| : PS erage, errr Os . a =" - : 
} he z pm wae _— rc — & 
pe eal ornate F 7 — ies ‘ oe . = ~ ; 4 oie = 
| & _ So —— a ee . = ae & 
ee - ce ee cet ew. or canes: ' 
| 
| —_ ry 
| 44 ; is . 
| Ps * : 
v hj pee 
h 
a op Wi 
-e **.— ; . ™~ 
ar Wee: 
o * a i “—— 
ag . sf — f 
ne” a a 
i « i x 4 a 
. i 4 - - ey , i 
= -— ¥ : oe —_— 2 ae 3 es i a Bee ; 
. if Pee ; en om a in 
: ? : i ’ “" : é Sy 
% ”, : aa ag 4 , . > Pa < . ; 
| 
| 
| | es tr 


new for the office 


NEW, AUTOMATIC model RE 
fluid-ttype duplicator of Rex-O- 
Graph, Inc., 7849 W. Hicks St., Mil- 
waukee, features an improved three- 
digit reset counter allowing counts 
to 999, and an automatic cutout 
switch that will stop the action 
of the machine if paper starts to 
jam. It is electrically - powered. 


THE STEEL frame chair with foam 
rubber upholstery that has just 
been introduced by the Wells Chair 
Co., of Michigan City, Ind., is said 
to be suitable for offices and also 
for institutional use. It may be 
ordered from the manufacturer in 
three colors: gray, green, or brown. 


THE NEW Pendaflex rollaway file DECORATIVE new effects in offices can be achieved through the use of 
made by Oxford Filing Supply Co., RCS Photomurals, produced by Rapid Copy Service Studios, 123 N. Wacker 
Clinton Rd., Garden City, N. Y., is Drive, Chicago. The studios have a library of photographs from which 
supplied in letter or legal size. to select a theme, and will also produce murals from clients’ photos. 


A DESK barometer for offices tradi- 
tional or Colonial in style is now 
offered by Fee and Stemwedel, Inc., 
2210 Wabansia Avenue, Chicago, Il. 
Priced at $20, the Airguide “Province- 
town” model comes with a red mahog- 
any case, and etched brass dial with a 
silvered ring and black graduations, 
Bracket, hand set and knob are brass. 


“C-LINE” polyethylene industrial tar- 
paulins save time, tempers, and re- 
pair, painting, and maintenance costs, 
according to the manufacturers, Can- 
ton Containers Inc., 1101 9th St. S. E., 
Canton, O. The new tarpaulins are 
approximately one-tenth the weight of 
the fabric type, and can be washed, 
the firm adds. They are mildewproof. 
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the office 


vy 


INTRAFAX, a facsimile transmission system providing essing is necessary, either before or after the transmission. 
instantaneous picture communication between various The sender places his communication on a metal drum 
departments or buildings of a private company, is of- (left) and pushes a button. The drum rotates before an 
fered now on a lease basis by Western Union. No proe- electric eye flashing an exact picture to receiver (right). 


“FILMCHEK,” a new unit designed for faster, easier inspection of micro- 
film, has been developed by the Atlantic Microfilm Corp., 41 Union Sq. W., 
New York, who assert that microfilm inspection with the “Filmchek” is 
faster, and more efficient than it is with a projection microfilm reader. 


CARBON PAPER packets featuring 
bound sheets that permit pre-loading 
are introduced by the Carbon Paper 
Pace Co.. 210 S. Clinton St., Chicago, Ill. 


igs 
es . 
is 
NYLON is combined with steel in a new transfer filing case developed NEW FIGUREMATIC models of the Marchant Cal 
by Record Files, Inc., W. Liberty St., Wooster, O. Nylon bearings culating Machine Co., 1475 Powell St., Oakland. 
ride in a track on the inside of the file case which, the makers declare, Cal., in 8- or 10-bank capacities, feature a clear re 
makes it easy to operate the drawer even when it is heavily loaded. turn key which manufacturers say speeds operations. 
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new for the office 


MAGNETS on each end hold copy in place in the new NEW STAPLER, the Hotchkiss-5, was introduced recently by 
copyholder developed by the Petterson Mfg. Co., Santa * E. H. Hotchkiss Co., 10 Hoyt St., Norwalk, Conn. Featuring a 
Barbara, Cal. The new device, named the “Ma-Co,” is said chrome plated cap and base, the new machine accommodates 
to save transcription time and serves as a notebook holder. standard commercial staples. The stapler is colored gray. 


STEEL TECHNIPLAN, the new line of modular office (seated) company president, and Elmer Rahe, sales vice- 
furniture produced by Globe-Wernicke Co., Ross and Car- president. Techniplan is still available in wood, too, 
thage Aves., Cincinnati, O., was demonstrated for the as shown (right), where units in frosted, finished walnut 
first time recently at a press preview by A. C. Howard, have been utilized to permit “production-line” methods. 
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A BUILT-IN thermostat in each unit is 
featured in this electrically operated 
Circle-Air convection heating system, 
recently introduced by Paley Manufac- 
turing Co., 244 Herkimer St., Brooklyn. 


PRODUCTION of a new writing machine designed exclusively for titling 
film negatives was introduced recently by the Underwood Corp., 1 Park 
Ave., New York. An illuminated translucent section of the attached Elliott 
Fisher flat writing surface serves as a viewing table, and permits visual 
selection of the desired negative area, on which the title will be placed. 
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new tor the office 


TWO-PUNCH perforator offered by the Export Specialties “EXACT PHOTE-COPY” dry processing unit copies anything, 
Co., Box 401, Staten Island, N. Y., has a guide which and combines both printing and processing in one machine. Re- 
assures alignment of papers punched at different times productions are made in two steps: insertion of the original with 
and a reception pan which holds paper scraps. The model a negative; insertion of the negative with transfer paper. It is 
illustrated has a 2%4-inch span between punch centers. manufactured by the General Photo Products Co., Chatham, NJ. 


NEW “B” label safe of EXPANDING metal hinge sales display binder, manufac. T R Jr., a traveling rack needing 
the Mosler Safe Company, tured by the International Loose Leaf Co., 80 Wall St., only 5 square feet of space is offered 
Hamilton. Ohio, features a New York, is especially designed for durability. It has a by the All Purpose Metal Equipment 
integrated panel board. 54-inch capacity, also comes in a model without handles. Corp., 254 Mill St., Rochester, N. Y. 


A PLASTIC desk set introduced by Chatham Manufacturing THE EJECTO PAPER SAFE newly marketed by the American 
Co., 915. Broadway, New York, has a base which resembles Photocopy Equipment Co., 2849 N. Clark St., Chicago, guards 
onyx. Priced at $1.95, it has a full rotating swivel, with an office’s supply of sensitized photocopy paper from light 
a fountain pen guaranteed .by the makers to be leakproof. exposure, and has a lever to feed out single sheets as required. 
42 OFFICE MANAGEMENT AND EQUIPMENT December, 1952 
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new for the office 


A NEW document folder made of 
Vinylite plastic embossed to resemble 
Morocco, lizard or alligator skin, re- 
sists scuffs, tearing and cracking. Pro- 
duced by Autopoint Co., 1801 Foster 
Ave., Chicago, the folders can carry 
company names or advertising matter, 
Price on quantity orders is 52¢ each. 


BUILT-IN exposure timer is featured 
in the new automatic spee-dee plate- 
maker of Litho Engineering and Re- 
search, 3237 Eastlake Ave., Seattle. 
Specially designed to meet needs of 
owners of Davisons and small Multi- 
liths, the new platemaker offers advan- 
tages in speed, simplicity, makers say. 


NEW CHAIR frames made of Tenite-covered THE 1953 CARRIER Air Conditioners are functionally designed to fit 
metal tubing combine metal’s strength with unobtrusively into an office. The new conditioners, available in eight 
pleasant feel of Tenite, manufactured by Ten- models, can go easily into any window, and their “color blend” front 
nessee Eastman Co., Kingsport, Tenn. Chairs are grille is in a neutral tone, which will not clash with any color scheme. All 
made by Thomas Furniture Co., High Point, N.C. are available through the Carrier Corp., 302 S. Giddes St.. Syracuse, N. Y. 


PHONE-MASTER, manufactured by Rock- 
away Products Co., 8219 Almira Ave., 
Cleveland, is a new product designed to 
keep desk space clear of a phone, and still 
have “phone convenient. Made of steel, 
20 inches high. and available in varied 
colors, the Phone-Master sells for $4.95. 


THIS all-purpose utility cabinet, manu- 
factured by Halverson Specialty Sales, 
1219 W. Chestnut St., Chicago, provides 
combination-lock protection for private 
papers, books, and similar items. The 
new unit, which features rounded corners 


and 18-gauge steel construction, retails 
for $63.50. It measures 15 inches deep 
and 23 inches wide; its height is ad- 
justable from 2944 to 30% inches. The 
cabinet is shipped completely set up. 
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new tor the otfice 


NEW Lexington safe, made 
by Lexington Metal Products, 
565 Park Ave., Brooklyn, is 
fabricated with both inner 
and outer shells, and is 
made of 20-gauge steel sheets. 
Inside dimensions of the safe 
are: width, 12 inches; height, 
12 inches; depth, 1014 inches. 


A COMPARTMENT type 
bottle water cooler has been 
introduced by the Frigidaire 
Division, General Motors 
Corp., 300 Taylor St. Day- 
ton, O. It has a refrigerated 
storage compartment capable 
of cooling 35 6-0z. bottles. 


THREE NEW model adding machines are being produced by the National Cash Register Co., 
Main and K Sts., Dayton, O. (Left) the model 17 END bookkeeping machine with carriage 
control; (center) model 51EN credit balance duplex machine; (right} model 21E two-total 
adding machine with shuttle carriage. All three of the new models were exhibited for the first 
time at the October National Stationery and Office Equipment Association Convention. 


A NEW addressing machine 
is offered by the Weber 
Addressing Machine  Co.. 
200 W. Central Rd., Mount 
Prospect, Ill. The new unit, 
the KC-E Tag-O-Graph, 
prints, addresses, marks, and 
euts labels from a continu- 
ous unperforated strip at 
sizes pre-set by operator. 


THE FLOOR model Rolo- 
dex is a new product de- 
signed to make card filing 
simpler and more efficient. 
Made by the Zephyr Am- 
erican Corp., 95 Morton St., 
New York, the Rolodex 
makes card files accessible 
at desk-high working levels, 
and also has its own working 
surface for independent use. 
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BLUEPRINT 
CABINET 


" FOR: Art and Photos 
Engravings 


ee 


Maps and Plans 
Blueprints 
A five drawer unit built of heavy 


gauge furniture steel. Smooth gliding 


drawers on ball-bearing rollers, 


—_ 


equipped with rear hood and lift com- 
pressor in front. Can be securely 


stacked. Cole gray or olive green. 


7" 
5 Drawer Unit Bases 


$112.50 $16.00 


Inside Drawer Outside Cabinet Price for 
No. . cn aoe.» w. D. H. 


4030 37” 25” 2%" 40%” 283%" 15%” 
4332 43” 32” 2%" 46%” 35%” 15%” 149.50 18.50 


5038 50” 38° 2%" 53%” 41%” 1534” 169.00 20.50 
Automatic Plunger Type Lock Controlling All Five Drawers—$15.00 Additional. 


? 
| 
Spring compressor follow 
block for above... $1.90 


The above file without ball bearing rollers: 


No. C112, letter-size . $7.95 each (lots of two, $7.50 each) 
No. C115, legal-size .........$8.95 each (lots of two, $8.50 each) 
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STEEL 


POS Ost B 
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Prices slightly higher in Texas, Colorade ond West of the Rockies 
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Puen 


Ilustrated above, 
two 5-drawer units 
on a sanitary base. 


STEEL LETTER FILE 


Made of heavy gauge furniture steel, electrically 
welded throughout. Smooth gliding ball-bearing 
rollers for easy action even when heavily loaded. 
Extra heavy formed reinforced channels run full 
lerigth of case inside. Files can be interlocked 
into solid batteries. 14” wide, 12%” high, 245” 
deep. Olive green finish. 


No. 1200, “ns 


95° , lots of 2 (1 only—$9.95) 


No. 1500, Legal-size, 17” wide........$10.25 
Equipped with lock and 2 keys................. $200 additional 
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10 DRAWER 
STEEL UNITS 


° 
16,000 Card 
Capacity 
~ 


Built To Last 
A Lifetime 


Electrically welded. Stacking feature for additional draw- 
ers. Olive green and Cole gray baked enamel. 


No. Card Height Width Depth Price 
10335 3x5 40%” 12%” 16" $41.50 
10346 4x6 45%" 14%" 16” 46.00 
10358 5x8 50%" 18%" 16” 58.00 
10369 6x9 555%" 20%” 16” 70.00 


With locks $2.10 extra per drawer. 


No. 2712 
LETTER-SIZE 


$3935 


DRAWER PARTITIONS 
PRICE ...85¢ PER SET 
Order by Number 


Lock for all drawers...$10.00 additional | 


MULTI-DRAWER CABINET. Contains 27 drawers (let- 
ter-size). Ideal for office forms, printed matter, photo- 
graphs, etc. Green or Cole gray baked enamel finish. 
Outside dimensions . . 3742” high, 30” wide, 1342” deep. 
Inside drawer dimensions. .314” high, 9’ wide, 12” deep. 


LEGAL SIZE No. 2716 


With plunger-type lock that automatically | 
locks all drawers. No. 470PL..................$59.75 


double index drawers for 3x5 or 4x6 cards (6400 capac. 
ity); three adjustable storage compartments under lock 
and key. Size, 37%” high, 30%” wide, 17%" deep. 
Olive green or Cole gray baked enamel finish. 


With plunger-type lock that automatically | 
locks all drawers. No. 1478PL............... $67.45 


other valuables (only YOU know the dial combination). 
Also: two ball-bearing letter files. Two index drawers for 
3x5 or 4x6 cards (6400 capacity). Two adjustable com 
partments under lock and key. 37%” high, 30%” wide, 
17%" deep. Olive green or Cole gray baked enamel. 


No. 1473 — Similar to above, except instead of the card drawem 
a third letter-size filing drawer has been odded sentuneseerinen SS 
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No. 3495S 


a bi 


BOOK CASE. Sturdily constructed of heavy gauge steel. 
Designed for many uses. Will keep your office supplies, 
catalogues and printed matter neat and orderly. Improves 
the appearance of your office. Three adjustable shelves. 
37%" high, 30%” wide, 17%” deep. Olive green or 
Cole gray baked enamel finish. 


STEEL SECURITY BOXES. Built of heavy gauge steel, 
welded throughout. No. 180Y — Size 11%” x 7%” x 4%”, 
with Yale paracentric lock and two keys. Olive green. 
No. C1505 — Size 16” x 12” x 7%” with combination 
dial lock. Cole gray baked enamel finish. 


Prices slightly higher 


CUTS OR PHOTOGRAPHS OF ALL COLE 


t Teel EQUIPMENT 


No. 349Y 


$4999 . 


SAFETY CABINET. Heavy steel cabinet with combino- 
tion dial lock, which controls a two-way locking device. 
Only YOU know the combination. Three adjustable com- 
partments. Size 37%” high, 302” wide, 172” deep. 
Olive green or Cole gray baked enamel finish. 


DESK 
HEIGHT 


No. 5426L 


$9495 


PORTABLE FILE. Top and bottom sections have locks 
and keys. Upper section for active records, has spring 
compressor. Green or Cole gray. 30%” high. 

Upper compartment, 13%" wide, 114” high, 24” deep. 
Lower compartment, 12%” wide, 14” high, 24’ deep. 


Colorado and West of the Rock 
PRODUCTS ARE AVAILABLE ON REQUEST 
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PRONTO STORAGE FILES : 


| for less active records..| 


Letter Size $355 - 
OTHER SIZES AND PRICES 3 $4 et 
FIBRE BOARD STEEL al Size 35 : 
i of 
semerbumanans DRAWER FRONT DRAWER FRONT leg $240 
SUGGESTED USES ; é Fil PRICE Fil PRICE . 4 
Width Height Length a Silt,” atin aie. Sit Soke Check Size Y 
Letter Size .. 12 - 10% .. 24 | E210 . . $3.55... $3.45 | I210L. . $4.45. . $4.35 STURDY CONSTRUCTION — Prontos are built fir 
{tee __ | aes 12 ° 10% is E210 ‘ 26 - 3.35 Leg “+ yr} “+ oa 275-lb. test corrugated fibre board and re 
Invoices lo% es i ++ 24 Eloy ae 3.20 a 3.10 Lo9t.. ; 398 oe 2.85 forced with steel on the shell and the four com q 
*2R 8x5 nahn o< as — a - seo Gapesn | 
*invoices or 2Rows 6:5 | 10% ©. 8%. 18 | EloBM. 3452. 3:35 08M. 4.15... 4.05 of the og 5 ‘aie 
_ so 
Freight Bills %m .. 7 ..24 | E97 .. 3.00.. 290 | I9TIL.. 355.. 3.45 SAVE FLOOR -giagaars ta 
OER eee mean 10V/, oe 1% ee 4 El04 .. 308 asa 2.95 = . =" : = interlock into solid units and stack as high 
/ we ee ot Bow we « BDee & a ss 
Brat pwd —— vm ae i ce 4 EM : 4 sie = ate ‘ 33 oe 2% the ceiling, saving valuable floor space. 
eDeposit Slips (2 Rows) i ++ $015 | sss 22 240°: 250 | tesis.. 320°. 310/ LOCATE YOUR RECORDS EASILY — No more 
Deposit Slips s 4h E - 20... 20 IL. . 300.. of fussing and fuming. With Pronto files you 
Tabulating Cards__._ | 7% =... 3%..24 | E73 .. 2.40.. 230 | I73IL.. 2.95... 2.85 get at all records just as easily as in your 
©3x5 Cards (3 Rows) — Hi ee oe 6644... 435... 428 1645L.. 5.60.. 5.50 active files. 
*4x6 Cards (2 Rows)__ (2% .. S&S ..24 | EM .. 32.- 3.10 12445L.. 3.95... 3.85 
*3x5 Cards (2 Rows) __ 10 -. 3%..24 | E103 .. 305.. 2.95 103... 3.85.. 3.75 BEAUTIFUL APPEARANCE — Pronto files are bec 
Vouchers (Upright) - | 5% .. 10%4..24 | E592... 3.35.. 3.25 | ISL. . 4.25.2. 4.15 EAU = ve a 
Ledger Sheets oe 2 Mi] EM .. 4. . 2S 912L.. 4.90.. 4.80 tiful in appearance, finished in an attractive 
Ledger Sheets 12 -. 12% ..18 | E12 .. 5.15.. 5.05 1212M . 6.70.. 6.60 green. The steel drawer front matches your re 
*These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. lor active office files. 


Prices slightly higher in Texas, Colorade and West of the Rockies 
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.quipment 


Round-Up 


nal 


A monthly feature devoted 
to sources and descrip- 
tions of major lines in the 
field of office equipment, 

supplies and machines... 


Nils ie ~ — angeles 


* 


Typical Rockwell-Barnes Co. Rock-a-File installation. 


This Month: Filing Supplies 


) (For addresses of all manufacturers, see page 55) 


¥ | G. J. Aigner Co. manufactures a line of indexes for ring, 

=23 post, and ledger binders, in addition to special indexes for 
catalogs, manuals, and other loose leaf materials. The 9 x 
4 inch file guides for checks have the following advantages, 
Aigner says: 

The three openings in the guide show at a glance if any 
checks are filed behind it. The extended tab has a con- 
venient slot into which the title, name, address, or other 
designation may be easily and securely inserted. In the 
l-inch tab size, users may run paper inserts on an addresso- 

% graph machine to save time and typing, and always have 
. the correct name and address. Guides are available in many 
sizes, styles, and weights. 

The manufacturers point out, too, that: “Bank check 
guides of this type simplify the filing of personal or busi- 
ness checks for banks or businesses, and save many hours 
of filing and finding time.” 

40 Additional Aigner items in the index, sheet protector, and 
2 system guide line are fully illustrated in their new catalog, 
published recently. All items are now in ample supply, the 
e buil @ firm reports. 


ur corr Amberg File & Index Co.’s Amfile tile caddy is designed 
for sorting and filing of correspondence, invoices, shop 


(Left): Amberg File & Index 

Co.’s model 414 file caddy. 

(Below): American Fi ber - 
Velope Mfg. Co. folders. 
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tickets, and the like. It can be pulled to where it is needed, 
when it is needed, and rolled out of the way when not in 
use. 

The manufacturers list among its features its heavy steel 
construction and gray hammerloid finish, its ball bearing 
swivel casters, and its chrome plated accessories. The unit 
is sold complete with 25 red-fiber steel-topped metal tab 
suspension folders which slide easily along its side rails. 

The model 414 letter-size caddy (illustrated) measures 
15 x 18% x 26% inches. The price: $28.50. 


American Fiber-Velope Mfg. Co. says of its product: 
“Fiber-Velope blueprint filing equipment protects prints 
and tracings. This systematic method of filing not only 
reduces wear and tear but greatly facilitates the handling 
of prints.” 

The foiders and jackets are made in both flat and expan- 
sion designs from extra-heavy “Tuf-Fiber” or pressboard. 
Both styles have 1 x 5 inch cutouts which afford an unob- 
structed view of their white index corners. Pressboard 
models are reinforced with cloth at the gusset and top 
edges. Tuf-Fiber styles are double-thick at the top. 

The manufacturers point out that their flat models are 
designed to accommodate 50 tracings or prints, and to per- 
mit paging through to find any desired sheet. “Grain of 
stock in this special Tuf-Fiber folder allows this hinge area 
to respond freely, thus making contents readily available,” 
the firm adds. 

American Fiber-Velope makes price quotations for each 
specific inquiry dependent upon size, stock, and quantity. 
Variations in sizes, the company explains, are too numerous 
to permit the establishment of a standard list of sizes and 
prices. Shipment is normally made in 30 to 45 days after 
receipt of an order. 


Cel-U-Dex Corp. offers the Div-I-Dex, a filing accessory 
which its manufacturers claim “makes four file drawers do 
the work of five.” According to Cel-U-Dex, their product 
works this way: “Remove the follow-blocks which take up 
‘dead’ space in each drawer, and slip in a set of Div-I-Dex 
units which will create six flexible compartments. 

“Div-I-Dex features its own ‘drop-in’ method of filing. 


OFFICE MANAGEMENT AND EQUIPMENT 49 


: % Ses oe sii ts oa ts ei | 
“a ae 
. : ta <4 ——— 
———— — i“ “ / 4 ae * " ‘ 
. Ss ' ; ae 
tn ge 
“aa Bos ea : : 
~ / J | ~ » N : a j us = co 
a 5. ae ) 
ee 
- ee 
that | 
s_ high Be —. 
,. = 
more 4 ests : 
SOU uae | 
yur reg tiie = . 
—— | > 
yon j + . : fey og 2 
3 ' hae ig 
ee ee 


Tools of the Office 


Cel-U-Dex Corp. 


Div-I-Dex file accessory 


Papers and folders stand erect, with index tabs a!ways vis- 
ible. Cramping, slumping, pushing, and pulling of file con- 
tents is eliminated. Congestion is relieved by dropping 
guides and folders into the next vacant compartment. The 
eyeletted guides need be no longer adjusted to bottom rods 
when changing files.” 

The units may be used as well for desk files, sorters, and 
book and magazine racks. Made of welded steel, they re- 
tail (in legal and letter sizes) at $4 for a l-drawer (rod 
drawer) set, and at $5 for a rodless drawer set. Cel-U-Dex 
also manufactures a jumbo size which sells for $8. 


Cooks Inc. offers its Vu-Dex binders as companion pieces 
to its Ful-Vu line of “window sleeve” photo and presenta- 
tion albums designed themselves for sales presentation 
use, for real estate listings, phone and price lists, catalog 
data, route lists, and the like. Vu-Dex units are tray-like 
items which each contain 25 clear Mikafilm window sleeves, 
indexed ™%-inch apart, and hinged for free flipping so that 
either side is quickly visible. Each sleeve thus can hold 
two exhibits. Binders which hold the trays are constructed 
of top-grain half leather backed with heavy Russhide. 


Cushman & Denison Mfg. Co. offers a ». which holds 
sheets fast without the necessity of first punching holes 
along their edges. Called the “punchless binder,” the folder 
features two slides designed to hold papers tight or quickly 
release them. Pushing the slide in one direction to lock 
sheets in place, or in the other to release them, is all that 
is required, the firm says. 


” PY aE Ny RMS Bln 3 ED 
Dennison Mfg. Co.’s 100-tab package 
Jaybee Tray Co.’s Bandes ‘Supersort’ desk drawer sorter 
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Cushman & Denison Mfg. Co. 


‘punchless’ binder 


Quality Park Envelope Co. 
leatheroid vertical file pocket 


The binder covers, thin enough for use as file folders, 
are made of pressboard in both letter or legal sizes, and 
are available in red, black, or gray. Prices vary from $4.40 
to $5.40 per dozen, depending upon size, style, and quantity 
ordered. 


Dennison Mfg. Co.’s reinforced file folder tab labels 1) 
fit all 44-cut folders, 2) give any tab (especially lightweight 
manila) 3-ply strength for longer wear, and 3) permit 
classification by color. 

Available in white, blue, buff, green, salmon, canary, 
cherry, and manila, the labels “make worn folders as good 
as new, and make new folders last longer,” the manufactur- 
ers claim. Fabricated in “easy-to-type” strips, they are said 
to have no ridges which can catch on papers. 

Packaged 100 tabs to a box (five 20-tab strips), they 
retail at 50 cents per 100, or $3.75 per 1,000. They are also 
available in 500-tab boxes. 


Ellingsworth Mfg. Co. announces a new addition to its 
line of filing supplies: the personalized Duo-Tang proposal 
cover. The cover features an embossed acetate-coated die 
cut area, and a fly sheet printed with guide marks designed 
to register with the panel. It is equipped with Duo-Tang 
fasteners “for easy insertion of sheets.” 

Ellingsworth says of its product: “It is an ideal cover to 
be used for proposals, presentations, and reports. It at- 
tracts attention and adds to the appeal of your presenta- 
tion.” The Duo-Tang is available in assorted colors, and 
in three grades of material. 


Globe-Wernicke Co.’s Safeguard filing system utilizes a 
convenient arrangement of guides and folders, whereby all 
tabs are quickly visible. In the Safeguard alphabetic sys- 
tem, tabs of primary guides, which are green, occupy the 
first three positions on the left side. On each tab, in addi- 
tion to the letter, is a number, such as A-1 or B-2. This 
helps locate the proper folder quickly and easily after the 
system has been set up. There is a corresponding miscel- 
laneous folder for every primary guide. The tabs of these 
miscellaneous folders occupy the same position as their 
corresponding primary guides and are indexed in the same 
manner. The tabs of these folders are red to stand out in 
contrast to the green of the primary guides. 

When correspondence with one firm or business consists 
of more than five letters, an individual folder should be 
used, Globe-Wernicke says. The tabs of these individual 
folders are in the extreme right position. To identify indi- 
vidual folders, the name of the person or firm as well as the 
number of the primary guide, is typed on a fanfold gummed 
label which is placed on the tab. The folder is then placed 
behind its primary guide and the miscellaneous folder is 
placed directly behind the last individual folder in the sub- 
division. 

A clear channel with no tabs exists between tabs of the 
primary guides and miscellaneous folders on the left, and 
those of the individual folders on the right. This is termed 
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Ellingsworth Mfg. Co. 

Duo-Tang proposal cover 
“tree space” by Globe-Wernicke—the free channel that 
permits unlimited expansion of the file. It allows auxiliary 
guides, such as auxiliary special name guides, auxiliary 
alphabetic guides, and auxiliary monthly guides to be added 
without obstructing or disturbing other guides and folders 
already in the files. The tabs of the out-guides and out- 
folders also use this free channel. 

Globe-Wernicke has a special “packaged” letter-sized 
Safeguard filing outfit that contains everything needed for 
one drawer of filing—guides, folders, labels, out-folders, 
cross reference sheets, instruction sheets. It is known as 
stock no. CD-1. 


Jaybee Tray Co., formerly Julius Bandes & Co., Inc., 
manufactures the Bandes “Supersort” desk drawer sorter 
for insertion by the consumer into desks not equipped with 
drawer separators. Retailing for approximately $6.50, the 
sorter is equipped with warp-proof and split-proof tempered 
Masonite partition separators. The frames are of solid oak, 
Jaybee says, and feature a fine-grade letter tray finish. 

This firm also offers a line of card cabinets ranging from 
the small business-card size to the large 5 x 8 x 12 inch 
model. All sizes feature compressors and indexes. 


National Fiberstok Envelope Co. describes its Fiberstok 
“Home File” (illustrated): “This article was designed for 
home use as well as for the small business, having a com- 
plete A-to-Z index, plus separate divisions for bank, insur- 
ance and tax records, unpaid bills, securities, and private 
papers. It is most convenient for income tax records, either 
persona! or business.” 

The file is sturdily constructed of plastic-coated Fiberstok 
in full letter-paper size. Printed inside its generous-length 
covering flap is an index and budget guide table. Known 
as model 159, the Home File retails for $2.10. Prices of 
other models in the manufacturer’s line range from $1, for 


the smaller personal sizes, to $5 for a fully cloth-covered 
file. 
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Recordplate Co.’s 


loose leaf visible book set Fiberstock ‘Home File’ 


From the left: Cook’s Inc. Vue-Dex; Remington 
Rand’s Twinpakt, and Globe-Wernicke’s file set 


Tools of the Office 


National Fiberstock Envelope Co. 


Quality Park Envelope Co. offers a leatheroid vertical file 
pocket which it terms “the ideal container for bulky cor- 
respondence, contracts, orders, or grouped letters and 
blueprints.” 

Quality Park’s leatheroid stock wears well, its manufac- 
turers say, pointing out that corners of the pockets are re- 
inforced to stand extra wear and tear. Available in both 
letter and legal sizes, the files can be obtained with 134- 
3%-, or 5%-inch expansions. They are packed 25 to the 
box. 


Recordplate Co. offers a line of loose leaf visible book 
sets. Describing its products, the firm says: “Recordplate 
book sets have been so simplified as to accommodate natur- 
ally record keeping problems both in the field and at the 
office—with time and money savings. From the 4% x 2%- 
inch vest pocket visible, through five sizes to the 14 x 5- 
inch and 11 x 8%-inch light weight books, they are easy 
to understand and handle. Available complete with indexes, 
forms, and sheets, they may be purchased as a ready-to-use 
package from your stationer.” 

The sets may be had with either blank pages, or with 
ruled sheets designed to accommodate mere names and 
addresses, or comprehensive sales forms. Recordplate also 
manufactures books intended especially for auto and insur- 
ance sales follow-ups, for real estate listings, for library 
indexes, and so on. Another item in their line is the busi- 
ness card filer (illustrated), which sells for $3.45. 

Multiple flat rings, a feature of the books, are said to 
give unusual support. “loose leaf presentation albums with 
clear acetate envelopes, diaries, and appointment books 
combine the permanence of this binding with removable 
pages for additions, deletions, and changes,” Recordplate 
adds. 


Remington Rand Inc. manufactures a versatile, compact 
binder folder called the “Twinpakt” classifile. Twinpakt per- 
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Smead Mfg. Co. Ine.’s 
desk correspondence sorter-file 


mits the filing of reiated material in one folder, but at the 
same time allows each part of the subject to be filed sepa- 
rately within that folder on its own brass fastener. 

Standard classifiles are fabricated of sturdy pressboard, 
and are equipped with space-saving “Kompakt” fasteners 
and one or two inner divider leaves, each fitted with a 
Twinpakt fastener. A heavy cloth expansion gusset con- 
nects front and back, and anchors the center divider leaves. 
The leaves turn like pages of a book; each separate file lies 
flat. 

According to the manufacturer, these files can be used 
for personnel records, applications, and rating reports, all 
filed together in one jacket for quick reference and review. 
For production and engineering, too, records, materials con- 
trol, and machine loading and progress reports all lie sepa- 
rate, yet are contained in one folder, ready for meetings or 
quick review. Product developments, market studies, sales 
forecasts are also well suited for classifile adaptation, Rem- 
ington Rand asserts. 


Rockwell-Barnes Co. features the Rock-a-File, a standard 
steel filing cabinet having side-opening compartments in- 
stead of the more usual pull-out drawers. The side-opening 
construction, the manufacturers explain, saves floor space, 
saves finding time, and makes contents more accessible. 

Rock-a-File compartments are said to project less than 
8 inches when open, and permit two or more persons to 
have simultaneous access to the same cabinet. “Alcoves, 
corridors, small corners, and many other hitherto imprac- 
tical locations become ideal filing spaces with Rock-a-Files,” 
the company points out. 

Rockwell-Barnes adds that their files’ center-of-gravity 
always remains within the cabinet. There is no danger of 
toppling, even when lower compartments are empty, they 
say. Empty space in the Rock-a-File is suitable for stor- 
ing office supplies and other small items, too, according to 
the firm. 


Sell Corp. announces that its patented plastic “Sel-Tab” 
is now available on a complete line of filing guides, file 
folders, and expanding file pockets. Molded of Tenite, a 
Tennessee Eastman plastic, the 1-piece non-combustible 
tabs feature a smooth streamlined shape designed to pre- 
vent cuts, scratches, and broken finger-nails. Securely at- 
tached with metal eyelets at a 45-degree angle, they permit 
fast, easy reading at any level without distortion, Sell says 
—even in bottom file drawers. 

The firm adds: “Although light in weight, these improved 
index tabs have all the toughness and durability of metal. 
They resist cracking, chipping, and discoloring. By ex- 
posing their entire surface, the tabs provide more title 
space than the average index, allowing up to three lines of 
typing.” 

Title inserts are available in five colors, and white. They 
are designed to slide in easily and remain firmly in place. 


Shaw-Walker Co.’s 
‘Super Ideal’ filing system 
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Sell Corp.’s ‘Sel-Tabs’ and 
filing guides 


Wabash Filing Supplies Inc. 
bonderized steel filing tab 


Shaw-Walker offers what it terms its “Super Ideal 
System” of filing. “The system’s time-engineered parts 
eliminate the major causes of errors in filing and finding,” 
Shaw-Walker claims. Their product consists essentially of: 
1) metal-tabbed alphabetic guides, 2) miscellaneous folders, 
3) individual folders, 4) special name guides, 5) date period 
folders, 6) folder labels, 7) out-guides, as well as other ele- 
ments of high-speed filing and finding operations. 

The indexes are available in 4-, 6-, 8-, and 12-drawer 
packaged units. Price of the 4-drawer unit is $39.45. Shaw- 
Walker will set up the system if delivered through a com- 
pany branch or agency; if factory-shipped, detailed instruc- 
tions are included, the firm says. 


Smead Mfg. Co. Inc. produces a desk file “which is really 
a correspondence sorter,” a book-like item said to afford 
instant indentification for filing and finding papers. “It 
keeps correspondence confidential for signature,” Smead 
points out. “It keeps papers sorted during the busy day for 
immediate reference.” 

The sorter features a “tumble head” celluloid index that 
is printed on both sides for easier sorting. It has embossed 
black cloth covers, black fiber leaves, and an expansion ca- 
pacity of over 20 inches. Available in either letter or legal 
sizes, the sorter is indexed A-to-Z or 1-to-31. 


Olivetti Corp. of America was inadvertently omit- 
ted from the August Equipment Round-Up which 
featured adding and calculat- 
ing machines. The Olivetti 
printing calculator is a fully 
automatic item which adds, 
subtracts, multiplies, and di- 
vides, and records its arith- 
metical processes in printed 
tape form. The calculator fea- 
tures a separate keyboard— 
ten red-colored keys — that 
speeds multiplication by elim- 
inating the need for a mental 
count when entering the mul- 
tiplier. The machine also per- 
mits fully automatic division, 
Olivetti says, while rapid and 
accurate setting of ciphers is made possible by the 
inclusion of double and triple cipher keys (00 and 
000). Other features include an automatic locking 
key which is brought into play when the operator 
fails to depress a digit sufficiently; a credit balance 
which prints in red, and a total machine capacity of 
969,999,999.99. The machine, produced in Italy, is 
distributed in this country through the Olivetti Corp. 
of America, 580 Fifth Ave., New York. 


Olivetti Corp. 
calculator 
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Lexide-bound ‘Favorite’ files and wallets made by 
Cooke & Cobb Co. (a Wilson Jones subsidiary) 


Charles C. Smith Co., under new ownership since April 
1, 1952, following the death of the founder and original own- 
er a year ago, continues to offer a line of filing signals, label 
holders, clips, tabs, guides, bookmarks, linen shields, and 
cloth, paper, and leather index strips. The firm has recently 
issued a catalog, Catalog No. 333, the first published by the 
firm since 1930, which fully describes and illustrates its 
products. 


Visirecord Inc. offers a name-and-address duplicator par- | 


ticularly adapted to labeling file folders and record cards, 
as well as postcards, packages, and other items requiring 
repeated identification. Called the Visiriter, this duplicator 
is said to produce over 100 imprints from typed or hand- 
written masters. Operating on the spirit duplication prin- 
ciple, Visiriter has at one end a felt pad which is drawn 
over the surface to be imprinted. The “master patch” is 
placed over this area, and a roller at the other end of the 
unit is run over it. The result, Visirecord says, is a clean 
clear copy. 

“This device is so simple,” the manufacturers continue, 
“that neither skill or experience is necessary. It is so com- 
pact it can fit easily into a corner of a desk drawer. Its 
rugged construction allows for years of use.” 


Wabash Filing Supplies Inc. has designed a bonderized 
steel tab for use on file guides. Originally designed for 
check filing, it is usable on letter size, legal size, or special 
size guides, Wabash says. 

Measuring 1% x 3% inches, the tab possesses an opening 
of % x 3% inches, and is said to accommodate five lines 
of elite typing. Being bonderized, it is rust resistant, chip 
proof, and scratch resistant, its manufacturer adds. Labels 
may be interchanged in the tab; therefore guides with tabs 
attached may be re-used indefinitely merely by making 
new labels. 


Wilson Jones Co.’s subsidiary firm, Cooke & Cobb Co., 
manufactures as part of their “Favorite” line a series of 
expanding files and wallets bound in Lexide. This material, 


Visirecord Inc.’s name-and-address duplicator 
for labeling file guides and other papers. 


¥ mye 
ne 
“aad 


és ‘ aera 


The Binding of 
OFFICE RECORDS 


—at its Simplest and 
Best with 


ACCO FASTENERS 
ACCO PRODUCTS, inc. 


lin Canada: Acco Canadian Co., Limited, Toronto 


HANGING FOLDER 
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Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 
You will appreciate the ,~y and accuracy with 
which your records are filed and — instantly 
available for reference. Your clerks will i 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 
Ask your local stationer or office equipment dealer 
to show you how Guide-Ofolders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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MOST FAMOUS ANCIENT GUIDE — 
THE PILLAR OF CLOUD AND 

FIRE THAT LED THE ISRAELITES 
THROUGH THE WILDERNESS... 


FAMOUS TODAY .. . CELLUGRAF 
SIGNALS FOR BUSINESS CONTROL 
SYSTEMS . . . UNFAILING SENTINELS 
TO SPOTLIGHT FACTS AND 
ASSURE ACTION 


SIGNALS 
and MAPTACKS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 


Christmas 


Seals help | 
save lives 


Successful methods of treatment 
make it more important than ever 
to find the 150,000 “unknown” 
cases of tuberculosis—and to find 
them early. 

Mass X-ray campaigns to find TB 
in time are part of the work your 
Christmas Seal dollars help support. 

Remember, no one can be “cured” 
until treated . . . and no one can 
be treated until the disease is 
discovered. 

Send in your contribution today. 


Buy Christmas Seals 


Because of the im- Office Management and Equipment 


portance of this The Office Executives Own Magazine 
message, space 212 FIFTH AVENUE NEW YORK, N. Y. 
contributed by A. Geyer Publication 


Tools of the Office 


the firm explains, is “a tough material that has the appear. 
ance and feel of Morocco grain leather.” It wears like 
leather, too, Cooke & Cobb says, adding that it will not dry 
out, and that it is easy to clean. q 
The dark brown files and wallets are ornamented with 
gold foil, and feature “No-Tye” elastic cords which elim. 
inate the need for tying the unit to keep it closed. “No- 
Tye expanding files occupy only a fraction of the space 
required by ordinary files,” the manufacturers claim. 


Yawman & Erbe Mfg. Co. produces a direct numeric 
filing system designed for material that is habitually re. 


An installation of the Yawman & Erbe filing 
system, showing metal label holders (center) 


ferred to by number: shipping orders, numbered cases, and 
the like. The subdivisions of the index are by tens, or 
multiples of ten. 

Guides used are made of standard pressboard with either 
angular or flat metal label holders. “Direct name” individual 
folders can be used with this system too, Y&E points out. 
They are used to show the full name of the case, or person, 
as well as the file number. 


Ratio of Personnel Workers to Other Types 
Declines for Second Successive Year 


Personnel ratios—the number of persons employed in 
personnel work per 100 employees—have dropped for the 
second successive year, according to a survey conducted by 
Dale Yoder and Lenore P. N. Wilson of the University of 
Minnesota’s Industrial Relations Center. Ratios are re 
ported down to 0.61 for 1952, from 0.81 in 1948 and a high 
of 0.87 in 1950. 

The survey, reported in a recent issue of Personnel, pub- 
lished by the American Management Association, shows 4 
continued increase in salaries of industrial relations execu- 
tives. The overall average salary for January, 1952, was 
$9,685, not including bonuses or insurance benefits—repre- 
senting a gain of 13 per cent over the preceding year’s 
average of $8,581. For the five-year period, 1948-52, average 
salaries have increased 25 per cent. 

Conclusions as to. current personnel -ratios and _ salaries 
were drawn from tabulated returns covering 784 personnel 
executives in 35 states and Canadian provinces. The firms 
on which reports are based have a total of over 3,000,000 
employees. ; 

Results of the survey further indicate that smaller com- 
panies have consistently maintained higher ratios than 
larger organizations, with the latter group showing the 
sharpest reduction since 1950. The tabulation showed bank- 
ing and fintince to be the most extensively staffed industry 
group, with transportation—the highest salaried industry— 
maintaining the lowest personnel ratio. 
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PEOPLE IN THE NEWS 


Richard A. Bobbe has been named 
manager of the office personnel de- 
partment, Emerson Radio and Phono- 
graph Corp., New York, it was an- 
nounced recently by Max Abrams, 
secretary-treasurer. 

Mr. Bobbe joined Emerson in 1950 
as an industrial engineer and was later 
assigned to the post of salary adminis- 
trator. Prior to joining Emerson, he 
was active for eight years in various 
industrial engineering activities for 
the Navy Department and private in- 
dustry. He is a graduate of the Harv- 
ard School of Business where he spe- 
cialized in industrial relations. 


Sam S. Smith, former manager in the 
dealer sales division of Remington 
Rand Inc., has been appointed to head 
the new dealer sales organization of 


Monroe Calculating Machine Co., 
Orange, N. J. Under this organiza- 
tion Monroe, for the 
first time in 40 
years, will make 
available to office 
equipment dealers a 
line of its adding 
and calculating ma- 
chines. Previous- 
ly, Monroe products 
were sold exclusive- 
ly through its own 
branch offices. 

Mr. Smith is 
known in business circles as the author 


S. S. Smith 


of numerous articles on management 
and selling, and for his speech-making 
roles at many office equipment indus- 
try conventions. His new book, How 
to Ask for the Order, will be published 
this winter. 

Prior to his association with Rem- 


ington Rand, Mr. Smith worked for 
the Victor Adding Machine Co. as a 
regional sales manager. Monroe presi- 
dent William G. Zaenglein, in an- 
nouncing Mr. Smith’s appointment, ex- 
plained that his company’s 230 sales 
offices will continue to sell a com- 
plete line of adding and calculating 
machines, as they had been doing 
prior to the inception of the dealer 
sales plan. ' 


Arrow Fastener Co., Brooklyn, an- 
nounced recently the appointment of 
Joseph M. Davis, Culver City, Calif., 
as western sales representative for 
their line of stapling products. Mr. 
Davis will be assisted by Henry L. 
Palmer and Donald E. Maas. 


Charles J. Gerhardt has been ap- 
poimted assistant controller of Dalmo 
Victor Co., San Carlos, Calif., electron- 


Manufacturers List —Tools of the Office 


Acco Products, Inc. 

Riverside Drive, Ogdensburg, N. Y. 
Advanco Prod. Div., Advance Salesbook Co. 

148 W. 24th St., New York 
Aigner Co., G. J. 

426 S. Clinton St., Chicago 
Allied Loose Leaf Corp. 

47 Great Jones St., New York 
Amberg Business Equipment Corp., A. J. 

480 Canal St., New York 
Amberg File & Index Co. 

1600 Duane Blvd., Kankakee, ||. 
American Fiber-Velope Mfg. Co. 

229-233 N. 63rd St., Philadelphia 
Ames Safety Envelope Co. 

21 Vine St., Somerville, Mass. 
Arrow Paper Products Co. 

96-100 Prince St., New York 
Art Metal Construction Co. 

Jamestown, N. Y. 
Ashley, Harry K. 

2305 Cherry St., San Leandro, Calif. 
Associated Trader, Inc. 

8th Ave., & Bryant St., Denver, Colo. 
Bainbridge, Kimpton & Haupt, Inc. 

218 Greenwich St., New York 
Barkley & Co., C. L. 

1220 W. Van Buren St., Chicago 
Boorum & Pease Co. 

84 Hudson St., Brooklyn, N. Y. 
Burkhardt Co. 

549 W. Larned St., Detroit 
Carbonized Paper Co. 

1044 N. 21st St., Lincoln, 
Cel-U-Dex Corp. 

| Main St., Brooklyn, N. Y. 
Cook Co., H. C. 

18 Beaver St., Ansonia 
Cooke & Cobb Co. 

122 East 23rd St., New York 
Cooks, Inc. 

780 Wright Ave., Camden, N. J. 
Cushman & Denison Mfg. Co. 

155 W. 23rd St., New York 
Caco Cards Index Co. 

301 Congress St., Boston, Mass. 
Dennison Mfg. Co. 

300 Howard St., Framingham, Mass. 
Elbe File & Binder Co. 

649 Alden St., Fall River, Mass. 
Ellingsworth Mfg. Co. 

200 S. Peoria St., Chicago 
Ennis Tag & Salesbook Co. 

214 W. Knox St., Ennis, Texas 
Ever Ready Label Corp. 

357 Cortland St., Bellville, N. J. 


Nebr. 


Conn. 
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Export Specialties Co. 

1925 Richmond Terrece, S. |., N. Y. 
Filing Equipment Bureau, Inc. 

27 Melcher St., Boston 
Filmsort, Inc. 

Pearl River, N. Y. 
Gabe Mfg. Corp. 

320 Broadway, New York 
Globe-Wernicke Co. 

5025 Carthage Ave., Cincinnati 
Graff Co., George 

54 Washburn Ave., Cambridge, Mass. 
Green, Inc. 

11 West 30th St., New York 
Guide System & Supply Co. 

335 Canal St., New York 
Gussco Sales, Inc. 

337 Winston St., Los Angeles 
Hall & McChesney, Inc. 

Oswego Blvd. & Court St., Syracuse, N. Y. 
Handi-Blott Co. 
40 East 20th St., New York 
Heineman Office Equipment Co. 
4 N. 8th St., St. Louis, Mo. 
1D L Mfg. & Sales Corp. 

132-138 Lafayette St.,. New York 
Jaybee Tray Co., Inc. 

381 Fourth Ave., New York 
Kay-Dee Co. 

719 P St., Lincoln, Nebr. 
Koller & Smith Co., Inc. 

41 Chambers St., New York 
Magic Circle Mfg. Co. 

411 No. Elwood St., Tulsa, Okla. 
Master Products Mfg. Co. 

3480 East 14th St., Los Angeles 
McMillan Book Co. 


701 E. Genessee St., Syracuse, N. Y. 
National Fiberstok Envelope Co. 

Allegheny Ave., at 2nd St., Philadelphia 
New Era Loose Leaf Co., Inc. 

520-24 W. Broadway, New York 
Northern States Envelope Co. 

300 E. 4th St., St. Paul, Minn. 
Oxford Filing Supply Co., Inc. 

Clinton Rd., Garden City, N. Y. 
Penny Label Co. 

13 Murray St., New York 
Prudential Paper Products Co., Inc. 

218 William St., New York 
Prudon Specialty Mfg. Co. 

456 Boulevard, Hasbrouck Heights, N. J. 
Quality Park Envelope Co. 

450 Syndicate St., St. Paul, Minn. 
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Realty Supply Co. 

5901 Southwest Ave., St.. Louis, Mo. 
Recordplate Co. 

16 E. Holly St., Pasadena, Calif. 
Remington Rand Inc. 

315 Fourth Ave., New York 
Reyburn Mfg., Inc. 

16th & Indiana Ave., Philadelphia 
Rockwell-Barnes Co. 

35 E. Wacker Dr., Chicago 
Ross-Gould Co. 

309 N. 10th St., St. Louis, Mo. 
Royal Index Tab Co. 

62 Cwooper Sq., New York 
Security Steel Equipment Co. 

50 Manhattan Ave., Avenel, N. J. 
Sell Corp. 

500 S. Clinton St., Chicago 
Shaw-Walker Co. 

1950 Townsend St., Muskegon, Mich. 
Sheppard Co., C. E. 

4401 2Ist St., Long Island City, N. Y. 
Smead Mfg. Co., Inc. 

309-311 Second St., Hastina, Minn. 
Smith, Charles Co. 

Box 385, Exeter, Nebr. 
Southern Folder & Index Co., Inc. 

310 E. Cedar St., Eldorado, Ark. 
Speed Products Co., Inc. 

37-18 Northern Blvd., L. I. C., N. Y. 
Tab-Tex Corp. 

133 Greene St., New York 
Universal Pad & Tablet Corp. 

15 Park Row, New York 
Vevier Loose Leaf Co., Inc. 

2533 Sullivan St., St. Louis. Mo. 
Victor Safe & Equipment Co., Inc. 

315 Fourth Ave., New York 
Visi Record, Inc. 

54 Railroad Ave., Copiague, L. |. 
Vue-Fax Corp. 

90 Gold St., New York 
Wabash Filing Supplies, Inc. 

P. O. Box 196, Wabash, Ind. 
Wansco Paper Products Co., Inc. 

409 Pearl St., New York 
Warshaw Mfg. Co., Inc. 

| Main St., Brooklyn, N. Y. 
Weis Mfg. Co. 

300 Union St., Monroe, Mich. 
Wheeldex Mfg. Co. 

40 Bank St., White Plains, N. Y. 
Wilson-Jones Co. 

3300 Franklin Blvd., Chicago 
Yawman & Erbe Mfg. Co. 

1045 Jay St., Rochester, N. Y. 
Zephyr American Corp. 

95 Morton St., New York 
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PEOPLE IN THE NEWS 


(Continued) 


ics 


engineering and 


manufacturing 


firm, Tomlinson I. Moseley, president, 
announced recently. 


icke, 


At the same time, Robert F. Lein- 


design engineer with the firm 
since 1947, has been promoted to the 
of chief project engineer, re- 


post 


sponsible for engineering supervision 
and administration of all projects of 


both 


production and development 


types. 


Edward A. Keeling was 


recently 


named general sales manager of Emeco 
Corp., manufacturers of aluminum of- 


E. A. Keeling 


fice chairs, Hanover, 
Pa. Mr. Keeling has 
been associated with 
the office equipment 
field for 35 years, be- 
ginning as a produc- 
tion line worker in a 
furniture factory. He 
subsequently held 
several sales and 
managerial positions, 
continuing on to the 


post he just relin- 
quished —that of vice-president and 
general sales manager of Art Metal 


Construction Co., Jamestown, N. Y. 


To assist him in directing Emeco 


Corp.'s sales organization, Mr. Keeling 


-” 


a st fine” | 


OF MODERN OFFICE 
EFFICIENCY 


Wiltshire Modern by Imperial sets 

the style for modern office efficiency 

in many of the smartest-looking offices 
in America's business. 


In addition to the Wiltshire 
Executive desk illustrated, 
this line includes a handsome 
Conference desk, Secretarial 
and Clerical desks, 
Consultation desk and 
modern functional tables, 
bookcases, etc. 


Your Imperial dealer will be 
glad to show you the 
Wiltshire line ...and 
acquaint you with its 

many space-saving, 
work-saving features. 


WRITE FOR Office Planning 
Kit, including floor space 
graph, cut-outs for 
furniture and 

decorating hints. 


\ a 

| imperial 
desk company 
EVANSVILLE 7, INDIANA | 


has appointed Fred G. Ham, former 
contract sales manager of that firm. 
Announcement of these moves was 
made by Wilton C. Dinges, Emeco 
president. 


A daughter, Kathy, was born Oct. 
17 to Mr. and Mrs. Walter A. Klein- 
schrod of Middle Village, L. I. It was 
their first child. Mr. Kleinschrod is 
associate editor of Office Management 
and Equipment. Mrs. Kleinschrod is 
the former Patricia Corbett, daughter 
of Mr. and Mrs. John Corbett of New 
York. 


ASSOCIATION NEWS 


The New York chapter of the Na- 
tional Association of Cost Account- 
ants announces a program of technical 
sessions designed to ‘ provide practical 
help on everyday problems of indus- 
trial accountants.” 

On Dec. 15, J. K. Lasser, a tax 
authority will discuss “Impact of Tax 
Planning’ on Business Operations for 
1953.” On Jan. 19, Merwin P. Cass, 
partner of Charles F. Rittenhouse & 
Co., will answer the question, “How 
Much Inventory at What Value?” W. 
R. Wright, partner of Stevenson, Jor- 
dan & Harrison, will speak on the 
topic, “Break-Even Points Simplified 
Through Direct Costings,” on Feb. 16. 
Modern Management Control of Fac- 
tory Costs” will be discussed on Mar. 
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23 by W. Lester Duncan Jr., chief in- 
dustrial engineer of General Aniline & 
Film Corp.’s General Aniline Works 
Division. The last session is sched- 
uled for Apr. 20, when Walter R, 
Bunge, budget director, Allis-Chalmers 
Mfg. Co., will speak on “Budgeting 
from the Viewpoint of Management.” 
All meetings will be held at the 
3elmont Plaza Hotel, New York. 


Charles E. Hilton, American Stand- 
ards Association staff engineer in New 
York, has been appointed to the Paris 
staff of the Mutual 
Security Agency. He 
will serve as stand- 
ardization and sim- 
plification specialist. 

Announcement of 
the appointment was 
made by George F. 
Hussey, Jr., manag- 
ing director of ASA, 
who said that Mr, 
Hilton had been giv- 
en a two-year leave 
of absence to accept the government 
post. Mr. Hilton, who has been with 
the association since 1945, served as 
ASA engineer in the standardization 
projects relating to office management 
and various aspects of industry and 
science. Since February, 1952, he has 
also served.as consultant on simplifica- 
tion and standardization in the con- 
servation division, Defense Production 
Administration, Washington. 


Cc. E. Hilton 


In his new post, Mr. Hilton will be 
responsible for coordinating the stand- 
ardization and simplilication activities 
of the MSA productivity and technical 
assistance missions with those of the 
Office of European Economic Coopera- 
tion. Both are engaged in a joint 
program to use standardization and 
simplification techniques to increase 
productivity throughout Western Eu- 
rope. 


Plans for the 14th Annual Business 
Show sponsored by the Office Manage- 
ment Association of Chicago call for 
emphasis on problems of managerial 
economy. The show, slated for March 
2-5 at the Conrad Hilton Hotel, Chica- 
go, will be held concurrently with the 


annual Management Seminar to be 
presented jointly by OMAC and 
Northwestern University. 

The seminar, like the show itself, 


will highlight techniques designed “to 
aid management in achieving more 
economical office operations through 
improved procedures and sound per- 
sonnel practices.” 


Carl A. Zeller, district sales man- 
ager, comptometer division of Felt & 
Tarrant Mfg. Co., was recently ap- 
pointed director of membership for the 
National Association of Cost Accoun- 
tants’ New York chapter. Mr. Zeller, 
who has been with Felt & Tarrant 
since 1920, is also a member of the 
National Office Management Associa- 
tion. 
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| FILE BIND 
| 
nd 
on ; FIRST THE CASEBINDER ... 
‘ual NOW THE FILEBINDER 
He 
nd- An improved binder for corre- 
or spondence in vertical files. Extra 
of Strong - Smooth - Perfect Writing 
— Surface. _ 
ns 4 SIZE 11-%4” x 9-156", 1" Capacity 
Mr. System Tabbed- All Righthand Tabs 2 /5 Cut 
Z1V- 
‘ave ees 
ent 7 
= DOUBLE BACK PATENTED 
ies ROLLED EDGE CONSTRUCTION 
rent Made especially for important corre- ol ’ a a 
s spondence that has to be bound. y . € 
and Constructed with double back for long, ) : 
has hard wear, and fasteners for locking J 
ica- papers in place, inserted in alternating wy wee t 
on- binding flaps that alternate right and o, pe 
tion left. This arrangement keeps the file It’s a natural for a Credit File 
square at all times. 
el Reads Like a Gook 
nd- Grows at Needed 
ical eaplatn eegl All important credit information bound 
the in one file - stenographic copies can 
a 7 be made with ease - by merely 
ee turning the flap or cover back to form 
“ase an easel - as shown fo the right. The 
Eu- double back of the Filebinder is suffi- 
ciently strong to stand erect - even 
ea under weight of heavy correspondence. 
_ 2 Papers need not be removed from 
rial Smead’s Filebinder when used in a 
irch copy holder. Simply fold the cover of 
pres the Filebinder back and insert the entire 
os Filebinder, as shown to the left. 
and As the material from each page is typed, 
self remove the Filebinder and turn the page 
“to over as explained above. 
1ore 
ugh 
per- 
Furnished in red, blue, green, golden- 
nan- rod, redrope and manila colors. 
Ye Write fer Free Samples 
. the PATENT NO. 1,622,753 
oun- 
Iler, 
rant ’ ae . ; 
»cia- : _ 
WCU(E MANUFACTURING CO. INC., HASTINGS, MINNESOT 
952 NO. 10-20-52 
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PRINTED IN U.S.A 
2 ? 7 4 


SMEAD’S TELL-I1-VISION SYSTEM 


REG. VU. S. PAT. OFFICE 


READS LIKE A B00K 

Ma LEFT TO RIGHT- 

MA GROWS AS NEEDED 
a 


| SMEADS - 
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system for replacing — make filing easy, fast, and 0, /, , 7 /, Me, 4 
accurate. P 7 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 


By using Smead’s Tell-I-Vision filing system, you can™ 


reduce filing time. The alphabetical-color signal 


system for finding — and the numerical-color signal 
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Left to right: Dorothy Daggett, who presided at the morning session; Winfield Firman, of the William H. Block Co., 


Mrs. Edith Sidney, Chicago Board 


Reeords 
Management 
Conference 


One-day session at Chicago 
draws 259 visitors 


THE annual Conference on Records Management 
“came of age” this fall when, for the twenty-first year, 
ofice managers, controllers, and others concerned 
with records supervision crowded into the concen- 
trated one-day session at the Edgewater Beach Hotel, 
Chicago. ‘The meeting, sponsored by Record Con- 
trols Inc. of Chicago and New York, drew an attend- 
ance of 259 persons. 

Dorothy Daggett, a member of the sponsoring or- 
ganization, presided at the morning session. 

First speaker of the day was Winfield Firman, per- 
sonnel director of William H. Block Co., Indian- 
apolis, who discussed the topic, “Dramatizing Super- 
visory Training.’ It was his contention that the one 
greatest problem which confronts business and indus- 
try today is good human relations. While manage- 
ment worries about production, high labor costs, spoil- 
age, turnover, taxes, contracts, a tight labor market, 
and many other hindrances to efficient business oper- 
ation, it often forgets that many of these ills may be 
traced to poor human relations, the speaker said. 
Management too often is guilty of ineffective or vacil- 
lating personnel administration, he added. “When 
things go wrong the cry goes up ‘screen our applicants 
more carefully, use more aptitude tests, extend the 
training time and send them back once more for re- 


December, 1952 


OFFICE MANAGEMENT AND EQUIPMENT 59 


of Education; and Mrs. Ida Welch, Miller Brewing Co., speakers, and Marjorie Payne. 


fresher training.’ We ignore the fact that much in- 
efficiency is caused by disinterest and dissatisfaction, 
and that these can only be eliminated by turning to 
our supervision and making them aware of the prob- 
lem.” 

After using graphic examples of wrong ways to 
handle employees, Mr. Firman went on to discuss the 
re-education of supervisors and management—"to re- 
enthuse them for their daily work.’ Instead of dull 
lectures, these meetings should be dramatic, giving 
people something in which to participate. Mr. Fir- 
man urged training people and sales managers to use 
stunts, skits, props, and gimmicks to entertain as well 
as to instruct. 

Among the devices Mr. Firman’s firm has used to 
put across its executive training program was one 
which dramatically illustrated the hidden cost of 
turnover. A box of candy was offered to any execu- 
tive who could come within $5,000 of naming the 
cost of Block Co.’s unemployment compensation in 
1950. No one claimed the box, and no one came near 

(To page 67) 


Left to right: H. O. Whitten, speaker; Ethel Carew, who 
presided at the afternoon session, and Terry T. Beach. 
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Honor ‘Office of the Year’ Winners 
(From page 22) 


ners of the Awards were based “on the results of a 
nation-wide poll of opinion among those members of 
the American Institute of Architects and the Amer- 
ican Institute of Decorators who have concerned 
themselves most with office design and those members 
of the Association of Consulting Management Engi- 
neers particularly noted for their work on problems 
of office efficiency.” 

With the presentation of each plaque, Mr. McAl- 
lister gave expression to his and the editors’ feelings 
about each of the offices. Of Lever House he quoted: 

“A bold experiment brilliantly paying off not only 
in relation to office efficiency and office morale but to 
corporate prestige as well. Already recognized nation- 
ally and internationally as a highly successful depar- 
ture from many a tradition considered binding, spark- 
ling, vibrant Lever House with its many important in- 
novations has vastly expanded the office horizon and 
opened up new vistas to the office planner.” it 

Of the Sacramento Bee: 

“New headquarters for a g5-year-old newspaper 
enterprise which has grown up with the Golden West, 
a new hive of journalistic activity for the famed Sacra- 
mento Bee, these offices set a new standard for effi- 
cient handling of a newspaper business.” 

Of Prudential Insurance Co.’s Southwestern Home 
Office: 


“Here is an outstanding example of that pioneering 
in office design, layout, and equipment which is mak- 
ing our insurance companics so influential im chang. 
ing all aspects of the American office. This new Gib- 
raltar for the booming Southwest has many features 
which we feel will be widely copied.” 

Of United States Steel: 

“In a giant building which itself serves as the finest 
example to date of manifold utilization of steel in 
building construction, thirty floors hold the cleverly 
consolidated and integrated offices of a company on 
whose smooth functioning so much of our national 
well-being depends.” 

Of Pan American Life Insurance Co.: 

“The fine architectural spirit of old New Orleans 
undergoes a surprising renaissance in this unique 
office structure so skillfully adapted to its environ- 
ment, climate and purpose. A truly modern setting 


* for the inticate paperwork of an important insurance 


company.” 

Of Toledo, Peoria & Western Railroad: 

“A stimulating shock for all who still think of a 
railroad office as a place steeped in rough and ready 
tradition, here are offices so modern an environment 
for office work that our State Department has pub- 
licized them overseas as a sample of what American 
free enterprise is currently achieving.” 


Million Dollar Business Show 


(From page 32) 


the machine that outdistanced the pollsters in cor- 
rectly predicting the 1952 Presidential election re- 
turns. At the other extreme was the Curta calculator, 
a Swiss product distributed by Magnetic Recording 
Industries, which is three inches in height, and retails 
for approximately $131 as compared with the Univac 
cost of $600,000. Promptly nicknamed the “pepper- 
grinder” by exposition visitors, the tiny calculator can 
handle figures up to g9,000,000,000. 

The “peppergrinder” was only one entry in the 
largest and most comprehensive showing of foreign 
products ever exhibited at the National Business 
Show. Machines from more than thirty countries 
were demonstrated, and American commentators 
noted that the number and quality of the foreign 
entries clearly showed that Europe and the other con- 
tinents seem to have fully reconverted their economy 
to a peacetime production basis. 

Buyers and exhibitors continued to report a critical 
shortage of clerical and office workers in all areas. 
The underlying theme of the show seemed to be a 
general conviction that office machines and _labor- 
saving devices or methods are more vital to successful 
management than ever before because of this chronic 
personnel shortage. 

A new feature introduced at the 1952 show was a 
motion picture theatre where exhibitors were able to 
display films showing the proper method of using 
their product, and demonstrating various uses that 
could be made of the product. 
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The exposition sponsors’ avowed purpose of demon- 
strating to America that its great material wealth 
would not be possible without the efficient tools of 
the office equipment industry was fully achieved, 
spokesmen declared following the show. 

Referring to the need expressed by so many visitors 
for a continuing expansion of the office equipment 
industry to offset the personnel shortage, industry 
leaders predicted confidently that they would be able 
to develop the machines to do the job, even if the 
scarcity of trained workers should continue for a 
period of years, or should become more acute. 


AMA Conference 
(From page 28) 


partments in the modern company organization. A 
special area was set aside for new books related to 
problems of office management. 

The office management conference was second in a 
series of five sponsored during the 1952-53 season by 
AMA. Scheduled next is a general management con- 
ference, slated for January 12-15 at the Hotel Statler, 
Los Angeles. A personnel conference will be held 
February 16-18 at the Palmer House, Chicago, while 
a second general management conference is scheduled 
for June 17-19 at the Hotel Statler, New York. 

Formed in 1923, the association currently has a 
membership exceeding 14,000. Headquarters are lo- 
cated at 330 W. 42nd St., New York. 
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Waterless 
AIDS TO 
Hand 
OFFICE Cleaner 
EFFICIENCY 
and Morale date the COM cor tae 


Cleaner Cream. It removes instantly hectograph, dupli- 
cating and printing inks, graphite and other hard to 


remove substances. Eliminates necessity of soap and 
water ; no caustics to roughen or irritate the skin— 
contains lanolin. Economical, just a small quantity need- 
ed for a thorough cleansing job. Contains no kerosene 
or petroleum solvents. 


Retails at: 
16 oz. jar $1.00 8 oz. jar $.60 


(fatomee 


DUPLICATOR FLUID 
for all spirit duplicators 


e High Methanol e Quick Drying 


Content e Meets Government 
Specifications, Type II 
nder General, 


A high grade fluid used by the gov- 


: ximum Bright 
ernment and guaranteed to give ut- = . 


most satisfication. Copies Services OD-825 
Retails at e Will Not Corrode e Money Back 
$ re) re) Equipment Guarantee 
. per Gallon 


Available at Your Dealer or Write Us Direct 


POTOMAC PRODUCTS CORP 
1107 Nineteenth eo ™ ashington 6, D. 
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NO WASTE WORDS ... 


* 


Story 
SHORT! 


Ose... 


ee 
Snaps 


One-Time 
Carbon-Interleaved 


BUSINESS 
FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 
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* 
TAILOR-MADE . . . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


Exclusive, but Wot Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 
Make your next office form a Snap 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


—— 
== 
—— 


=— 


— Arthur J. Gavrin Press, Inc. 
“DEPT. M, GAVRIN PRESS BLDG. 
‘New Rochelle + New York 
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Federal Space Control 
(From page 25) 


proper use of space such as conference rooms; exces- 
sive corridors, aisles or passageways; excessive space 
for reception rooms; crowded personnel and equip- 
ment; poor arrangement of partitions; poor arrange- 
ment of desks; poor ingress and egress; improper func- 
tional use of space; presence of inactive files: excessive 
use of space for storage of supplies and equipment; 
excessive use of space in file areas, and many more. 

We must consider, also, the character of the agency, 
taking into consideration the necessity for dealing 
with or working closely with other Federal agencies, 
state and local governments and—highly important— 
the public itself. 

If a building cannot be physically inspected, we use 
forms which, when sent to our Regional Offices, will 
enable professional space analysts to examine and rec- 
ommend what should be done to save space. Hardly 
incidental is that all heads of agencies using buildings 
—Government-owned or leased—must submit at least 
twice a year a report that helps us keep control on the 
space and make adjustments and changes as time 
changes conditions. Our use of “templates” based 
upon the principles of proper floor planning has been 
highly successful. This aids in visualizing in scale 
form just what the operation will need in the way of 
space and arrangements. It is preventive medicine in 
stopping “waste-spacitis.” 

As a general rule, we insist that all users of Govern- 
ment space must: 

(a) Utilize open space, eliminating partitions 
wherever possible. 

(b) Double up in private offices, eliminating as 
many single occupancy rooms as possible. 

(c) Study agency space layouts leading to better 
program efficiency in less space. 

(d) Consider the transfer of records not needed 
for day-to-day use to a records depository. 

(e) Eliminate all unnecessary furniture from 
active office areas. 

I am somewhat concerned that this outline may 
seem a bit routine to some of you; but I do believe 
that you as businessmen and taxpayers will not fail 
to see the importance of devising the mechanics of a 
good space conservation program to make the ma- 
chinery of Government work for you . .. of giving good 
value for your tax dollars. 

Perhaps it may seem that I’ve overlooked many 

(To page 64) 


Prize-Winning Pan-American Life Offices 
Require 80,000 Square Feet of Rubber Tile 

More than 80,000 square feet of rubber tile flooring was 
installed in the $3,500,000 Pan-American Life Insurance 
Co. building, New Orleans, which was given honorable 
mention in the 1952 “Office of the Year” awards sponsored 
by this magazine. 

The tile, known as Amtico rubber tile, is a product of the 
American Tile & Rubber Co., Trenton, N. J. It was laid 
in all Pan-American’s secretarial and clerical offices, the 
accounting, service, actuarial departments, the IBM ma- 
chine room, as well as in the company dining rooms and 
kitchen. 
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COMING EVENTS 


National Business Teachers Assn. 
December 28-30 
1952 Convention 
Congress Hotel, Chicago 


American Business Writing Assn. 
December 29-30 
1952 Convention 
Hotel Statler, New York City 


American Management Association 
January 12-15 
General Management Conference 
Hotel Statler, Los Angeles 


American Society of 
Heating and Ventilating Engineers 
January 26-30 
11th International 
Heating and Ventilating Exposition 
International Amphitheater, Chicago 


Management Today 


(From page 27) 


of office reports and forms. These fune- 
tions all require an imaginative and 
analytical approach. Even these functions 
are becoming decentralized to line super- 
vision, though there remains a very im- 
portant centralized coordinating func- 
tion for the central office planning staff. 

The third phase, office service, involves 
activities that are commonly found in 
practically any business office, such as 
the mail room, central files, stationery 
supplies, communication facilities, cen- 
tral typing pool, and the physical mainte- 
nance of office buildings. In this area, 
there is apt to be a higher degree of 
centralization since these are activities 
that lend themselves to a more economi- 
cal operation if done in a centralized 
place, rather than to be scattered through- 
out smaller divsions. 


Office Worker Decline 
(From page 28) 


gun—and as white-collar jobs become 
more routine, they will be subject to the 
same threats as wage workers. And they 
know this. 

6) In the meantime, the many side- 
benefits of white-collar employment— 
sick leave, income security, paid vaca- 
tions, pleasanter working conditions— 
have now been conquered by wage 
workers, in fact, in some cases, wage 
workers have gotten more of that sort 
of benefit than have many white-collar 
employees. 

All these trends, in one way or another, 
affect the white-collar people with whom 
you deal in your offices. They are also 
back of the tensions and the problems 
that are manifested by the drive for 
unions. That is why it is only a question 
of time, and of the greater and more 
intelligent efforts of unions before your 


office forces are significantly unionized. 
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You can copy documents 
of every type with your 
photocopy machine 


it doesn't matter if the 
original document is 
nontranslucent. . . if 
it includes typed, 
drawn, written, or 
printed detail on 
both sides of the 
sheet. 

Your photocopy ma- 
chine is designed for all- 
purpose service in your office . . . will give you photographically 
accurate and complete copies of any record—quickly, conveniently. 
And in 9 cases out of 10 at a mere fraction of the cost of transcribing a 
record manually . . . and proofreading it. Check 
your paper-work routines and you'll see. 


For the best photocopies, use 


Kodagraph Contact Paper 


This new paper is made by Kodak for 

use in all types of contact photocopiers. 

It reproduces all documents in dense , / 
photographic blacks, clean whites... , * 
with new sparkle and legibility. And 
it’s easier, more economical to 
use—no more split-second timing 
or trial-and-error testing. Order it 
...and see for yourself. 


Kedagraph Gontae? Paper 


“'THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 


y 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


Mail coupon for 
free booklet 
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Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 


Name 


Department 


Company 


Street 


Zone 


City 


TRADE mate 


State 


OFFICE MANAGEMENT AND EQUIPMENT 


= EE 
pl 
NT 
“S- ‘ 
ce wii 
P —- 
iC- % 
ve 2 
t; AK : 
Ys ie 
1g 
Ss, a 
se 
ill 
2C- : 
ly 
igs 
Ast 
he 
se 
ed 
os FS 
ile 
of 
ns pe v | 4 
as i 
; . \ 
ter : 
A Foe | 2 % 
ed i Y 
ym = 4 
ay -- 
ve 
fa 
ate ee 
od 
er 
nv 
| a yf | 
nce 
ble — Be a 
red - 
SSS r 
the |tCOt ae 
aid 
OI cece nite 
vm Kodalkx 
ve: = — 
and ——_ 
ee 
2 ee aes 


en ee ee Se os Sees % 


Hen use it in his office, to entertain business friends 
and impress important customers! 

He'll put it by his television set at home — and help 
himself to cold drinks and snacks right from his 
easy chair! 

He’ll love the silent way it freezes ice cubes — chills 
drinks and snacks — rolls wherever he wants it! 
5-year warranty on freezing system. AC or DC, 32 to 
230 volts. Mahogany, blond, white — or paint it any 
color. Legs or casters optional. $149.50 — wherever 
fine appliances are sold. 


‘The name to watch for great advances in 


REFRIGERATION and AIR CONDITIONING 
GAS + ELECTRIC 


Servel Inc., Evansville 20, Ind. : 
in Canada, Servel (Conadal lid., 548 King Street W., Toronto, Ontario 


other factors such as the importance of lighting, heat- 
ing, humidity control, parking, neighborhood, acous- 
tics, architecture and design; but I assure you that they 
are given much thought before we assign any space. 
For we must never overlook the importance of the 
morale of the person on the job—and this has much 
to do with environment. 

The type of environment we create or fail to create 
is, in itself, a basic feature and responsibility of man- 
agement. In all major aspects of environment—seeing 
conditions, color, noise, air, and safety—there has now 
been built up a body of scientific knowledge which 
provides us with an up-to-date definition of what con- 
stitutes good environment, and why. 

May I pinpoint a few of the major items that affect 
environment as we see it? 

Take lighting. The need for different kinds of light- 
ing is, of course, as varied as all the tasks man per- 
forms. But it all comes back to the human eye. In 
our offices, we believe in bringing the sunlit sky into 
the room. That means we don’t like dark or striped 
ceilings. Since we use literally hundreds of thousands 
of lighting fixtures, we have devised a standard lumi- 
nous, indirect fixture for static tasks such as desk work; 
and an egg-crate fixture for moving tasks, such as the 
work of handling mails in post office workrooms. We 
have standard fixtures for case lighting, the concen- 
trated light necessary for postal workers who read the 
addresses you put on your envelopes. 


‘WHOLE-HEARTEDLY WITH US NOW’ 


Some of our friends in the lighting fixture industry 
didn’t like this standardization when we started; but 
most of them are whole-heartedly with us now. They 
have helped us on our design, and have helped us to 
reduce the price of our lighting fixtures in some cases 
by almost fifty per cent. 

Lighting is, of course, closely allied with color. In 
the layman’s language, we know that certain colors 
“soak up” light; certain colors toss it back at us; and 
certain colors stimulate us to certain emotional and 
psychological reactions. Our tendency in GSA is to- 
ward the lighter colors on walls; flat white on ceilings; 
and “flash” colors for liveliness on doors. I’m thinking 
now of our office building design. 

Of course, when we have a highly decorative prob- 
lem, we make a special job of that. Creative work 
cannot be standardized, as we all know; but it can 
meet the demand for environment fitted to the prob- 
lem. If we want to tell an emotional story in interior 
architecture, we may use dark, rich colors, without 
too much regard for close-up seeing. 

Next, noise. Every one of us suffers the impact of 
noise on his nervous system. Often it is unconscious, 
because habit and environment are strong masters, 
and our bodies and our nervous systems accommodate 
themselves to the situations they meet. Which one of 
us has not gone home at night feeling whipped out 
after an ordinary so-called “quiet” day in the office? 
We put acoustical treatment in practically every type 
of space we design where humans are to work—dining 
rooms, kitchens, corridors, offices—everywhere the ner- 
vous system may suffer from the fatiguing impact of 
noise. 

Consider air conditioning. Electronic and other 
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types of filters will make the air we breathe in build- , 


ings, better and cleaner than we can find anywhere 
outside. And air conditioning is being zoned in our 
big buildings so it will adjust itself to the sun, as well 
as to the summer. It’s being made to humidify or de- 
humidify the air. 

Air conditioning has made the “block’’ type build- 
ing possible, just as steel and the elevator made the 
skyscraper possible. I doubt if we ever build a wing- 
type building again. Floor space simply costs too 
much in a wing-type plan. 

I want to say just a few words about another envi- 
ronmental factor. That’s the tools we all have to work 
with, especially the tools of office workers. We now 
buy a new line of modern, well-designed functional 
furniture for the use of Federal workers. I won't try 
to explain it here, because this isn’t the place for a 
long dissertation on the subject of furniture. 

It has been a privilege this afternoon to share with 
you the Government space conservation program, 
from which we must both benefit—just as the Amer- 
ican public will and does benefit. 1 commend Lever 
Brothers Company for its vision in building Lever 
House, the other award winners; and also the sponsors 
of this worthy event, Office Management and Equip- 
ment magazine. The meeting has helped us show a 
kinship in Government and private business. 

I salute private enterprise for its leadership and ex- 
ample. I hope that in tangible ways, we in Govern- 
ment may continue to contribute with you, to what in 
the end is our single goal—a happy, strong, free people 
able to enjoy the best out of our God-endowed space 
—the United States of America. Thank you. 


SPA Meeting 
(From page 31) 
1) the desire to simplify work, 2) the ability to trans- 
late that desire into action, 3) a systematic approach, 
and 4) an open mind.” 

Next to address the gathering was Charles W. 
LaBlanc, a member of the executive staff, Research 
Institute of America. His talk, “Training Systems 
People,” was followed by a discussion of simplified 
filing, given by F. de P. Townsend, vice-president, 
Shaw Walker Co. Bruce L. Smyth, Chicago chapter 
president, was chairman here. 

Members at the other session that second morning 
heard an address, “How We Handle the Payroll,” 
delivered by T. E. Hauser of the National Tube Co. 
Also featured at that meeting were discussions of strip 
accounting techniques and inventory management, 


. given respectively by J. W. Wirth, chief of Jewel Tea 


Co.’s auditing division, and R. M. Blake, controller, 
Peller Brewing Corp., Hamilton, Ont. Chairman for 
the session was R. S. McLaren, president of the Pitts- 
burgh chapter. 

A round table forum on “Top Management and its 
Systems Needs” highlighted the second afternoon. 
John B. Joynt, manager, administrative engineering 
department, American Enka Corp., officiated as dis- 
cussion leader. Filling out the panel were Edward 
James Hanley, president, Allegheny Ludlum Steel 
Corp.; Lorenzo Semple, vice-president and treasurer, 
U. S. Pipe & Foundry Co.; Brooke E. Furr, treasurer, 
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aluminum 
chairs 


CHAIRS and HEALTH 
Executives today realize that good health for the 
employee is good business for the management. 
Most cases of chronic backache and fatigue in 
offices can be traced to improper seating. Such 
ailments contribute to a high cost of doing business 
because of decreased efficiency, and increased 
absenteeism. 

You can reduce your operating cost and improve 
the health of your office personnel by equipping 
your office with Fine-Rest aluminum chairs. Why 
not consult your Fine-Rest dealer today? 
Write for free descriptive literature, and for the 
name of your nearest Fine-Rest dealer. 


“america’s Standard of Business Seating” 


ALUMINUM SEATING 
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McCormick & Co. Inc., and Everett J. Livesay, con- 
troller, Dime Savings Bank of Brooklyn. 

First speaker the final day was Bruce Smyth, Fed- 
eral Reserve Bank of Chicago. At one point in his 
talk, “Setting Up a Model Systems Department,” Mr. 
Smyth asserted: “There are many, many systems 
departments of which I have knowledge which aren't 
going anywhere. They can’t. They haven't possession 
of the beings necessary to solve their problems. There 
are two reasons for this—that is, two basic reasons. 
One is the tendency of systems people to put up with 
trouble. Our business is trouble. We accept it as a 
matter of course. We accept it to the point where we 
get so we can’t identify the threshold where the odds 
become unreasonable, and I can’t believe that today’s 
pressures which surround a large systems job would 
be there, were it not for our tendency to stay in the 
game too long with a bad hand. 

‘MOST SYSTEMS STAFFS JUST GROW UP’ 

“Then another reason for this situation,” Mr. Smyth 
continued, “is that we are often denied the opportu- 
nity to make a decision. Most systems staffs just grow 
up, and all of a sudden we find that they’re in being 
without anyone having said, ‘Do we want this thing 
around anyway?’ Is the environment: conducive to 
good systems work? The opportunity to make this 
decision, the opportunity to answer the question as to 
whether or not you want to play the hand, is the basic 
advantage of one who sets up a systems department. 
It’s the first question I would ask. I think it’s the 
most important question I would ask. I would try to 


eliminate a lot of the stuff that’s going on.” 

George L. McKenna, Radio Corp, of America, fol- 
lowed Mr. Smyth’s talk with an address called “Selling 
the Completed Project.” He concluded by remarking: 

“The attitude and manner of thinking of top exec- 
utives should be understood. Most of them take their 
responsibilities seriously and therefore deliberate care- 
fully before making important decisions. Then too, 
most executives show the scars of one or two bad 
decisions and they naturally desire to avoid further 
mistakes. The ‘seller’ then must be prepared to sup- 
port his recommendations at, what may seem to him, 
undue lengths. In no event should he consider such 
cross-examination as opposition and begin to show 
annoyance or impatience. 


fois it as honestly as I could, and I think it would 


‘KNOW YOUR PLAN THOROUGHLY’ 

“Confidence in your subject is contagious,” Mr. 
McKenna went on. “Know your plan thoroughly, and 
show you believe in it. Your obvious enthusiasm, con- 
fidence, and knowledge of your subject may be the 
deciding factor in your favor. . 

“As to the final step in your presentation, 1 find it 
often advisable to present one or two alternatives to 
your recommended plan. If your plan is really good, 
the benefits will stand out in contrast for all to see. . .. 

“The successful salesman ends his presentation by 
asking for the order. You should do likewise. Ask 
management to approve your plan. In fact you should, 
if possible, make it easy for them to do so by having 
the necessary forms or papers ready for signature. 


a 


PLYMOUTH RUBBER COMPANY, INC. — 
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Then as you see that desired signature scrawled on the 
official form, you can lean back and enjoy the moment. 
You have sold your project to management.” 

Concluding speakers were J. S. Seidman, CPA, 
partner, Seidman & Seidman, and Gerald J. Doyle, 
director, labor division, Research Institute of America. 
Their talks were titled, respectively, “Systems and 
Procedures in the Control of Fraud” and “The Hu- 
man Equation.” J. W. Haslett, SPA’s national vice- 
president, was chairman at this final session. 

Systems and Procedures Association is the youngest 
organization in the management field. Established 
five years ago, it currently has a membership exceed- 
ing 800, drawn chiefly from larger corporations in the 
United States and Canada. At present, SPA boasts 
twenty chapters in seventeen cities—one as far away 
as Saudi Arabia. In addition to meetings such as this, 
the association fosters technical training and exchanges 
of information, and supervises research projects and 
the publication of technical papers. 


Records Conference 


(From page 59) 
the figure which was in excess of $35,000. A cash 
register was used in this illustration, and one by one 
expenses were rung up as they were encountered 
when an employee was discharged. As cach item was 
rung, the money was taken out and thrown into a 
waste basket. ‘The final sum lost for the employee 
was $186—and this multiplied by the thousands of 
employees who had left the firm in 1950 swelled to 


the staggering sum of $186,000. This should be proof 
enough to executives who believe wrongly that turn- 
over results only in inconvenience to them until an- 
other person is hired, the speaker observed. 

In closing, Mr. Firman pointed out that today our 
executive ranks are filled with many untrained peuple 
with little or no supervisory experience. However, 
these people can be trained, he said, adding that he 
is convinced a conscious effort to impart to these 
people some of the qualities of leadership acquired 
by experienced executives will “work wonders” in 
building morale, efficiency, and productivity. 


CLERICAL WORK FLOWS ANALYZED 

John J. Butler, treasurer of George Fry & Associates 
Inc., spoke on “Taking the Work Out of Paper 
Work.” <A specialist in establishing simplified sys- 
tems, he analyzed work flows, types of forms used to 
simplify paper work and lower costs, and the use of 
analysis to determine simplification programs. 

A panel discussion on “Records Management— 
Whose Responsibility?” took place with John Erick- 
son of Celotex Corp., Chicago, discussing manage- 
ment’s role in the question. The furnishing of proper 
personnel, the allotment and use of space to best ad- 
vantage, and the retention and proper handling of 
records were points Mr. Erickson touched upon. 

Mrs. Edith Sidney, of the department of business 
education, Chicago Board of Education, discussed the 
school’s responsibility and showed, with charts and 
figures, what is being done in the schools to prepare 
young people for industry and offices. Actual ma- 
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models available. 
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Standardize on Handi-pen and; q 
your entire office enjoys d 


ryloamy® writing, without waste motion. Pen point is 

constantly in clean, fresh ink, thanks to exclusive Sengbusch 
“Capillary” inking. It writes the instant pen touches paper. 
Office workers appreciate the convenience of Handi- 
pen’s tremendous ink capacity, too. One Handi- 
pen filling equals 100 fountain pen fillings — 
eliminates constant refilling nuisance. No more 
messy, ink-stained fingers, either. 

You can equip your entire office with Handi- 
penatsurprisingly reasonable cost. Complete range 
of models for secretarial or executive use, all 
with variety of pen points for every writing style. 


Ask your office supply dealer about 
Handi-pen today or write us to send 
you one on “10 Day Free Trial.” 


Milwaukee 3, Wisconsin 


Equip every desk in your office with a Handi- 
pen desk set and take the dividends in faster, 
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chines and procedures of every sort are used in the 
classrooms, she pointed out. Along with skills such 
as typing, shorthand, bookkeeping, and the actual 
operation of machines, good office or business manner 
is also imparted to the student. He learns the impor- 
tance of putting his best foot forward for his firm— 
on the telephone, in letters he writes, and with the 
people he greets personally, Mrs. Sidney said. 

The record supervisor's responsibility was next pre- 
sented by Mrs. Ida Welch who holds that position 
with the Miller Brewing Co., Milwaukee. She dis- 
cussed the obligation to get work done, and the su- 
pervisor’s responsibility to persons or departments 
creating or using records. The right persons must be 
selected for the job, and the supervisor must see to it 
that records are so handled that they can be consulted 
with ease by persons who require them, she said. 


CONGRESSWOMAN MARGUERITE CHURCH HEARD 


At the luncheon, Marguerite Stitt Church, repre- 
sentative in Congress for the 13th district of Illinois, 
viewed with alarm the apathy and reluctance on the 
part of many persons to exercise both their responsi- 
bility and privilege of voting. She mentioned the 
many usual excuses given to keep the average citizen 
away from the polls, and concluded by urging all 
those present to exercise their prerogative and vote 
at the then forthcoming elections. 

Ethel Carew, Esso Standard Oil Co., New York, 
presided at the afternoon session. She is also the im- 
mediate past president of the Records Management 
Association of New York. 


Terry T. Beach, chief, Current Records Branch, 
National Archives and Records Service, Washington, 
D. C., next discussed, “Subject File Manuals: The 
Why and How of Their Development.” He explained 
the procedures for developing a subject file manual, 
and enlivened his talk with humorous asides. 

In his speech, “In-Training Programs for File Per- 
sonnel,” H. O. Whitten of the Public Service Co. of 
Indiana, discussed how his firm trains secretaries, 
bookkeepers, and clerical workers in filing fundamen- 
tals. Mr. Whitten stressed that the specialized train- 
ing which his firm provides makes the employee more 
valuable to the company. However, since this train- 
ing follows only the standard pattern of the firm’s 
system, it does not increase his value in the labor 
market, Mr. Whitten asserted. 


Photo Identification 
(From page 34) 

on her first date, “Watch out for dark corners. Stay 
with the gang”—and forgetting to tell her how. 

Actually, the clauses in defense contracts relating 
to industrial security may give you the idea that it’s 
not an important item. They say, very broadly and 
blithely: “The contractor shall maintain an adequate 
control over individuals on his premises.” The key 
word is adequate, and the axe has fallen on many an 
unsuspecting manufacturer who’s not been clairvoyant 
enough to set up rigid controls. 

Industrial security is nothing but identification. 


For the most complete line of 
Movable Steel Partitions Call 


To get exactly the right partition to satisfy your precise needs, you 
surely do best by calling or writing VMP. For VMP MOBIL- 
WALLS include every type of movable steel partition, plus match- 
ing wainscot, MOBILRAILS, and MOBILSCREENS: the greatest 
variety of movable steel partitions for office, factory, laboratory, 
hospital, school, and governmental buildings. 


Installed by VMP, who provide the finest nationwide engineering 
and erection service, MOBILWALLS solve your present and future 
partition requirements. VMP MOBILWALLS can be rearranged 
quickly to dovetail into your future partition requirements. Made 
of steel, MOBILWALLS are permanently beautiful, permanently 
serviceable. 


Pacemaker to progress in partition design and engineering 
VIRGINIA METAL PRODUCTS CORPORATION 
PLANT: ORANGE, VIRGINIA 


also leading manufacturers of steel doors and frames, library stacks and 
equipment, and conveyors for vertical and horizontal transmission. 
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MP MOB 


Yours Free: New MOBILWALL catalog 
gives valuable information about adjustable 
m™ interiors that solve present and future space 
problems. Write to Dept. OM12, Virginia 
Metal Products Corporation, 1112 First 
National Bank Building, Pittsburgh, Pa. 
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You've got to know who he is and that he’s got a right 
to be where he is—otherwise you have to toss him out. 
Now, the number of individuals you, your reception- 
ist, or your guard can personally recognize and fix in 
his mind is limited. According to the experts, you 
can say: “That’s Joe—he’s in the accounting depart- 
ment,” up to the 150th Joe. Even that is stretching 
your memory a little. 

The only universally acceptable method of identi- 
fication is photography keyed to unalterable cards or 
passes. These come close to the ideal specifications for 
identification: 

1. Positive identification of the bearer—and no 

one else. 

2. High visibility of form for quick and positive 
identification by guards not personally ac- 
quainted with bearer. 

3. Tamper-proof and counterfeit-proof identifica- 
tion. 

4. Simple, quick, and economical preparation. 

Metal badges are probably the most well-known 
method of identification. Size and shape vary widely 
so each company will feel its badge is distinctive and 
difficult to copy. Until recently the round type metal 
badge is believed to have been the basis for about 
80 per cent of all industrial security systems. 


WHAT THE BADGES SHOW 

Such a badge usually carries the individual’s front- 
view photograph, his name, a company serial number, 
the company’s name, and a color code to indicate the 
worker’s department or authorized area. A clip or 


pin attaches the badge in a prominent position on 
the coat or dress and it is worn there throughout the 
working hours. 

The only thing wrong with metal badges is that a 
baby can alter or duplicate them, let alone a profes- 
sional spy. They are easily opened and counterfeited. 
Picture and data are small, and in case of doubt the 
worker has to be held up while identity is under sus- 
picion. 


PLASTIC PASSES DIFFICULT TO ALTER 


Most companies are not taking any chances. They 
are going in for identification passes sandwiched per- 
manently between sheets of plastic. ‘They carry all 
the data a badge will, and more. These passes fall 
into two classes: 1) a paper card between two pieces of 
plastic, and 2) a clear plastic card which unites with 
the two covering plastics. The latter are almost im- 
possible to alter or counterfeit. 

Either method is good and these passes will accom- 
modate other important identification data, such as 
finger prints, signature, and so on. Lamination is 
done with simple hand presses which will bond sev- 
eral passes at once. While the laminated pass is more 
expensive to produce than the metal badge, the ob- 
vious advantages to the process from a security view- 
point make the system worth small added expense. 

Just mention identification photography to the 
average personnel manager and watch him throw up 
his hands to ward off a nightmare of cameras, rolls 
of film, man hours wasted, glaring lights and squint- 


peice 


The SENIOR EXECUTIVE Series 


every busy executive: superlative quality . . 


feature of superiority. 


P. O. Box 1048 — Oklahoma City, Oklahoma 


combines the three factors which complement the activities of 
. proven efficiency ... 
and unsurpassed beauty, Every detail in this modern, functional 
line of fine desks and matching accessories is an “Executive” 


Send for name of nearest dealer. 


BSECN00903 GSIRBOIVMRG, sss. 


Streamlined for busy, 
top-flight executives ... 


“= 


All desk pedestal drawe 
operate on roller bearings 


This new, exclusive Executive feature of 
adjustable, roller bearings (patent applied for) 
assures easy, silent operation of ALL drawers, 
even when heavily loaded. Actually, loaded 
drawers slide in and out more easily than empty 
drawers not having this feature! 

adjustable bearings assure ease of operation, 
longer life and full interchangeability 

of all drawers, 
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SONG 
| UNSURPASSED! — 


ing faces, darkroom alchemy, and a few minor ca- 
tastrophies such as a ruined batch of pictures. 

Two recent developments in the field have made 
identification photography as simple and expedient as 
any office procedure. They are: the adaptation of the 
one-minute self-developing Land Camera, and _ the 
electronic flash. 

Within five minutes after snapping a worker's pic 
ture, you can deliver to him his finished laminated 
pass. Here’s how it works: ‘The camera is a self- 
contained unit that can be set up in a corner of the 
office and operated by a secretary, or it can be moved 
into the shop so workers are away from their job only 
a few minutes. One minute after the exposure is 
made a finished print is ready to be mounted. Mean- 
while, the identification card has been filled in with 
the necessary information, plus a fingerprint, and sig- 
nature. The print is then tacked down and the card 
is sandwiched between the two sheets of plastic. 
While the worker waits a few minutes, you have com- 
pleted the whole job. 

This method eliminates what is known as a “soft 
area” in security procedures. ‘That is, there is no delay 
in issuing the permanent pass, no period of days or 
weeks when the worker has to carry around a tempo- 
rary pass of some sort which may be later lost or pro- 
vide access for non-authorized persons. 


PROVIDES GREATER VISITOR-CONTROL 


Even visitors can be provided these passes before 
entering the company’s restricted areas. A unit in- 
stalled at the gate and operated by guards makes it 
next to impossible for any slip-up in security measures. 

The process has:a disadvantage. There is no nega- 
tive for additional ‘prints. The camera does take two 
identical pictures with one exposure, and one of these 
can be used for a file copy; but if further prints are 
required, the file print must be copied by conven: 
tional photographic methods. ; 

Conventional photography for identification is al- 
most as old as Niepce. Special cameras and equip- 
ment for this type of work have been refined over the 
years to speed up the process but no major changes 
have been made to eliminate the lag between ex- 
posure and print. Still, many prefer the process be- 
cause it gives them a negative with which to work. 
They can have as many prints as they wish, they can 
make enlargements, and the negative-positive tech- 
nique usually gives them a sharper image. 

While many of the larger plants have their own 
units, they are usually too expensive for the smaller 
industrial concerns. Even some of the larger plants 
prefer to contract the work to a commercial photog- 
rapher in order to avoid having to buy the equip- 
ment, hire a photographer, and install a darkroom. 
It’s a very small community that hasn’t a commercial 
photographer who can do this work. 

But, to be a truly fool-proof system, all of the pho- 
tographic work should be done on the premises—this 
is the only guarantee against some slip-up and a pos- 
sible contract cancellation because of lax security 
measures. 

A self-contained unit includes: 1) a suitable cam- 
era, 2) an elevator tripod, 3) a focusing device, 4) 
some means for including an identification number in 
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use (DUR copy 


Mos. WORLD-WIDE 


You and other subscribers to “Office Management” have 
been sent a copy of our 64 page catalog illustrating in 
almost actual size 494 ready-to-use office forms ranging 
from “while-you-were-out” slips to complicated bills of 
lading. These ready-printed forms can save you most of 
the cost of expensive specially printed ones. 

You can buy these forms direct from us by mail or from 
your office supply dealer who has, or can get, the entire 
“World-Wide” line. Either way you save money. Use your 
World-Wide Catalog and order today. 


2 Offlee Supplies 
~ 231 5. Jefferson Street 
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Hammerloid 
Rich 
GRAY or 


GREEN 


oven-baked 
finish 


LETTER 
& LEGAL 
SIZES 


VANGUARD 
Steel STORAGE FILES 


serve as ACTIVE files with —_ 
pt simple stacking provisions 
plus 


A Sturdy Recessed 
se with Toe 
Clearance at Front 


@ Brass finish cardholder and handle. 
@ Four rollers for ease of operation. 
@ Index guide rod with brass knob. 
@ Self-locking follower available. 


IMMEDIATE — 
DELIVERY 


PANELS e STANDS 


FOR 
IMMEDIATE 
DELIVERY! 


|-Line Reference 
Panels are largely 
used by public util- 
ity companies, de- 
partment stores, 
large manufacturers 
wherever a quick |- 
line reference to a 
large list is needed. 
ESPECIALLY DESIR- 
ABLE FOR CROSS 
REFERENCE FILE, 
CREDIT LISTS, 
PARTS LISTS, etc. 
Stands are made in 
3 types — Rotary, 
Standing and Wall 
Bracket. THESE 
PANEL STANDS 
MAY BE USED ON 
DESK, TABLE, TOP 
OF COUNTER OR 
ON TUBULAR 
STANDS. 


NILSSON SALES CO. 


301 Park Ave. Bidg. Detroit 26, Mich. 
WO 2-9668-9 


Panel lugs turn in unison for quick 
insertion or removal of panels. La- 
bel holders, 100% visible, are ad- 
justable to 8 positions on panel. 
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NOTHING LIKE IT 
ON THE MARKET! 
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| 

@ NO INK, NO TYPE, @ FRONT STOP | 

NO STENCILS, REGISTRATION 
NO GELATIN @ RUN CARDS OR PAPER 

@ AUTOMATIC FEED UP TO 4" x 6" 

| | 

HART | 

T. C. L.* 


PRINTER | 


SPIRIT PROCESS | 


*Tags, Cards, Labels 
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LIST: 


$29.95 


plus tax 


COMPLETE WITH 
SUPPLY KIT 


YOUR DEALER HAS IT 
OR WRITE: 


SS a ee eee eee ee 


Neen e nnn nen nn , ———E—EeEeE—eEeEeEEE>—eEeE>E>E—E>———>==_ 


OFFICE MANAGEMENT AND EQUIPMENT 71 


eee ee SE 
Ca: : 

Cc use pd “on . B, 
ade eke: “A | 
the - i ye r ; ise Bs _ =n 
the se —_— 2 - | 

* nt ee 
vic (ne. am DUSINESS FOrMs 7 5 az 
ited RE : gl. — 
| NT Tl: S aa | 
the .. — — ae ee = ' i is ¥ 
ved \ a : aa iy 
nly ; 
> i . (Z +e, 
al eee 'e = 
vith b 
sig- nk, ve 3 he 
ard 
om- 
soft 
: _ 
; or 
™= extro 
use q . 
Dro- con YN se World GOs tal all an gies 
‘wide coonmentt 1ORDE 7g, ‘ 
e = I i 4 
a eee ae. wud 
J ed oer . if a 
in- Pn? ES MED pe WEST JACKSON BOULEVARD © CHICAGO 4 141 
I it i ccenineccessniinka hci iin caine tteeliggsidicag 
res, se ee ae ne eet ee TS Oe 
ega- 
1ese 
are | 
yen- | 
ee 
al- 
Wip- - | 
the am | 
iges : Pe ‘ 
ex- 
be- 2 ti i¢ | 
ork. SG : . 
can es = a 
S ha: "i 5 a 
wn a: a ——- 
ler & is: _ 
ants = Fai. ¢ . ava 
uip- s : SES 
om. e: ; — es 
cial | P| Bes 
| ae 7 
»ho- Po * 
cis ‘mimeographs 
pos- oe 
ee —— a oe | 
OO ee | 
4) | 
r in : 
a a 
1952 


Precision Locked 


STANDARD HEAVY DUTY 
OFFICE STAPLER 


Preferred in 
modern offices 
everywhere 


= PIONEERS and PACESETTERS FOR A QUARTER CENTURY 


be AMRevow FASTENER [0../nc. 


ONE JUNIUS STREET BROOKLYN 12 N Y 


72 


Wo USE 
LOOKING, 
OSCAR ,,.. YOu 


CAN'T SEE My 
PAYCHECK 
RoucH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 

weaTe Toon”) 


Write for samples and prices. 


CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. be gre 
in advance. Address replies to all Box Number ads c/o 
OFFICE 7) + oe & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


For Sale and to Buy, Used Equipment 


FOR 2. We eo Offset Duplicator Model 80 Like new. 
condition. H. G. Weber & Co., Inc., Kiel, Wis. 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe, Rand Visible 
Cabinets, wood and steel. Addressograph Cabinets and Tra ays, Ledger 
Trays, steel and insulated. Reconditioned first-class Special prices to 
dealers. We also buy this 2 Universal Equipment Co., 
Inc., 7 Waverly Place, New York, N. Y. GRamercy 3-3741. 


WANTED — ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, 
Mimeographers, Postal Berm Folding Machines, Calculators. Adding 
Machines, etc. We top Wirite immediately. Northway 
Distributors, 2621—1st ¢ Seattle, ‘Wash. 


VISIBLE EQUIPMENT ie and sold and exchanged. We specialize 

in rebuilt Kardex, Acme, Globe-Wernicke and Yawman & Erbe visible 

cabinets, as well as other makes. All our equipment is fully reconditioned 

and guaranteed. Please write ng tell us what equipment you need or 

have for sale. Heineman Office Equipment Co., OM 4N. Sth St., St. 
uis, 


Excellent 


WANTED—ALL TYPES Office Machines, Filing Equi t Furniture, 

Kardex, Acme peepee Will pay more than trade-in allowances. Write, 
Wire, Phone CAnal 6-2054. National Office Equipment Co., 498 Broad: 
way, N. Y. 


INFORMATION 
SERVICE 
Free to Subscribers 


The Subscribers’ Information De- 
partment will supply you with any 
information you require regarding 
the source of supply of any office 
equipment, systems, services or sup- 
plies. 


Write us whenever you are inter- 
ested in learning the source of any 
particular office service, article or 
brand name, and we will endeavor 
to promptly advise you where it can 
be located. 


OFFICE MANAGEMENT 
and EQUIPMENT 


The Magazine for Office Executives 
212 FIFTH AVENUE NEW YORK 10,N. Y. 
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the picture, 5) a height indicator in the background, 
and 6) some means for processing film and making 
prints on the premises. 

Such a unit is the one-minute identification camera 
which can be set up in a corner of the office. A con- 
ventional process will require greater area. 

Let’s see how the one-minute unit works: The op- 
== ferator, a clerk or secretary, positions the employee in 
front of a camera with his chest against a bar protrud- 
— fing from the camera mount. The employee’s number 
is placed in a panel at the end of the bar, against his 
ible chest. The elevator tripod is adjusted so the camera 
to gs centered on the employee's head, shoulders, and 
identification number. The lights are switched on (if 
as pihe unit includes electronic flash, these lights go off 
at the instant of exposure). Then the shutter is 
ripped. 

lize While the employee steps to a table to fill in the 
necessary information on his card, another worker is 
‘ot photographed on the same film and the print is de- 
' feloped in the back of the camera by merely pulling 
ure, fatab. A bell timer rings after one minute indicating 
vad. gthe print is developed, and the back is opened and 
the pictures removed. ‘There will be four pictures— 
two identical shots of two subjects. 

After the print is coated with a preservative, and 
trimmed to size, the pictures are ready to be tacked 
to the cards, or mounted in a badge. 

There are two types of equipment for the one- 
minute unit. One is inexpensive, having been as- 
embled largely from amateur camera stock items. 
The other is a design developed specifically for photo- 
identification work and is capable of handling up to 
100 subjects per hour. 


PROCEDURES MAY DIFFER 


The procedure for using conventional units differs. 
The employees are lined up and the exposures are 
made as fast as the camera and photographer can 
work. Then the employee is given a temporary pass 
ind dismissed. Days or weeks later he returns for his 
pass or badge, or it is sent to him. 

Equipment for making conventional identification 
photographs also may be assembled from stock items, 
& units especially designed for this purpose may be 
purchased. 

The total installation cost of the one-minute unit 
is the cost of the camera equipment—there is no dark- 
tom to be built and equipped. The simpler 
Polaroid-Land ID Kit is about $225, and the espe- 
dally designed Fairchild-Polaroid ID Camera is about 
$950 with electronic flash, and about $671 with the reg- 
ular tungsten lights. It should be noted that this cost 
tan be charged as an expense item directly against a 
defense contract, if it can be shown that the security 
installation was necessitated by the contract. 

As one inspector put it: ‘“We’re only interested in 
tliminating the insecurity in security.” That's a 
rather cute way of saying that half-way security meas- 
ures are not security measures and it’s up to the com- 
pany to change them. 

Photo-identification can be a simple office pro- 
cedure and any company with 150 or more employees 
working on defense contracts must gird itself to frus- 
trate a would-be Fuchs. 


= 

6. a 
I 

| 

, DESK PEN SETS | 
e Fountain Pen Desk Sets I 
e “DIP-LESS’’ Desk Pen Sets 
Single and Double Styles in Colors to Harmonize | 
with any Office... All with : 

I 

i 

a! 


Lee eee eseeaeeaeenmaeaaseese 


“THE RIGHT POINT FOR THE WAY YOU WRITE’’ 
ASK YOUR STATIONER FOR A DEMONSTRATION 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 
BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


\ aa 


Are Your 
Business Forms 
Obsolete! 


SNAPOUTS 
SALESBOOKS 


s 
Call or write 


147 W. 42nd 


PRINTED PRODUCTS CORP*s, vert s5,2 © 


’ 


Ask Your Local 
Typewriter Dealer for 
B. F. GOODRICH 
TYPEWRITER ROLLERS 
"sith PACE ENDICATOR 
Nationally distributed by 


SHIPMAN-WARD MFG. CO. 


325 N. Wells St. Chicago 10, Ill. 
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Sage Sie 


When Greek writes Greek, there’s no mistake from Alpha 
to Omega that can’t be swiftly smoothed away the best way— 
the story’s the same the world over: Weldon Roberts Erasers 
Correct Mistakes in Any Language. People everywhere 
praise them—buy them. Don’t be without these finest eras- 
ing results. Buy Weldon Roberts Erasers, in styles to suit 
i} your own particular erasing needs, at your stationer’s. 
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ARTEX 400 ~ 
| PRACTICAL DRAWING © 
Udlhdon Robeilk EA 


9m 


MADE iN NEWARK, USA. 


400 ARTEX. Soft, smooth, white 
rubber eraser for pencil work, 
drawing, drafting. Handy bias- 
beveled shape. Sharp edges and 
ends for erasing fine line work; 
broad sides for cleaning. 


i 121 ELLIPTIC. Immensely 
; pular gray rubber eraser 
Hi eS handy elliptical shape 
+ for pencil and ink erasures 
* on all types of work. A 
universal favorite among of- 
fice workers, typists, artists 
and draftsmen. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St. Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Enansus 


So AE aR AE = LPS OR erat 


Correct Mistakes in Any Language 
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~TIs There Much Absenteeism in Your Office? 
Ce! 
‘ ; 
Ine. 
» eS. from the office ings, will decrease absenteeism, in- 
accounts for a great loss of pro- _— crease day-to-day productivity, make 
ia duction and costs money. An anal- employees comfortable and happy 
7 ysis of absenteeism in offices proves and add customer prestige. 
that a large percentage of it takes You have a minimum fixed expense 
a place because employees do not of $30,000 per office employee in sal- 
like their working tools and working _ary, floor space and operating over- 
surroundings. head in any ten-year period. For only 
This is one condition where good 1 to 2% of this fixed expense per em- 
metal furniture, good lighting and _ ployee you can completely re-equip 
° pleasant decorative surroundings can —your office with the finest quality 
= definitely increase productivity by = modern metal business furniture plus 
reducing absenteeism. Day-to-day good lighting and attractive decora- 
productivity in an office is also great- _ tions. Such an investment will pay 
ly affected by employee morale. _ for itself in an amazingly short time. 
s Happy and contented employees do Do you want an office which saves 
more and better work automatically. you money, which you and your em- 
= Comfortable Goodform aluminum __ ployees can be proud of, and which 
= chairs fitted to the individual, GF adds prestige in the minds of your 
he 600D metal business metal desks adapted to the job, and customers? Call your local GF dis- 
furniture i Super-Filer, the mechanized file, are —_ tributor or write us. The General 
w ve is @ good tools, which, when used with — Fireproofing Company, Dept, 0-12, 
GOOD investment good lighting and pleasant surround- Youngstown 1, Ohio. 
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NO OTHER MACHINE 
COSTING SO LITTLE 
OFFERS SO MUCH 


Copyright——UNDERWOOD CORPORATION 


The Origine! 
Keyboard 


* 
Underwood Corporation 
Accounting Machines... Adding Machines... 
-Carbon Paper...Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 


Sales and Service Everywhere 


Typewriters... 


Wings in your finger tips? Yes! and you'll 
feel as though you had brains in them, too 
... because the Model E has a mechanical 
brain...a control plate that directs auto- 
matic operations. A mechanical brain that 
enables you to speed work, cut errors, save 
time, money, effort! 


And don’t forget the touch-operated 
Sundstrand 10-key keyboard. So easy to 
operate! 


Talk about flexibility! With this machine 
you can post a variety of records and do 


Underwood Sundstrand Accounting Machines 


This Underwood Sundstrand Model | 
is So easy, So a 


Underwood Corporation, One Park Ave., New York 16, N. 


CO Please send literature, further describing your Underwood Sundstr: 
Model E Machine. 


(CI would like to have a demonstration. V k 


all kinds of miscellaneous adding-figurin 
work, too. 

You can’t help being enthusiastic abou 
this low-cost, all-purpose Model E Ag 
counting Machine, once you’ve tried it! 

The Underwood Sundstrand Model Ei 
really a wonderful buy! 

See it demonstrated! Mail the coupon 6 
call your Underwood Representative today 

There’s nothing simpler! There’ 
nothing speedier! There’s nothin 
more automatic! 
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THIS PUBLICATION IS REPRO-—- 
DUCED BY AGREEMENT WITH THE 
COPYRIGHT OWNER. EXTENSIVE 


DUPLICATION OR RESALE WITH- 
OUT PERMISSION IS PROHIBITED. 
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